DEPARTMENT OF GENERAL SERVICES Schedule No. ({17
RECORDS MANAGEMENT DIVISION _ Page 1 of 5
RECORDS RETENTION AND DISPOSAL SCHEDULE
Agency Division/Unit
Cecil County Government Department of Emergency Services

Item Description Retention
No. : '

GENERAL EMERGENCY SERVICES RECORDS

This series includes general emergency services records,
inventory, forms, Human Resources records, Quality Assurance
documents, and education and training records.

Changes in records format will not necessarily require revision of
the retention schedule. However, should the scope or content of a
records series be altered, the schedule may be amended to reflect
such changes.

Each agency will use all or some of the following records which
are governed by the indicated retention period:

Inventory
A. Distribution/Inventory of Fixed Assets — Technical Retain hard copy permanently

B. Support (DES 09-063) and transfer annually to
Archives for permanent
preservation.

. Invoice Technical Support (DES 09-018) Retain hard copy for three (3)

- years from the end of the fiscal
year the file was closed then
destroy.

. HazMat 1 Inventory (DES 09-055) - Retain hard copy for one (1)

. HazMat 2 Inventory (DES 09-056) year from the end of the fiscal
. HazMat 3 Inventory (DES 09-057) year the file was closed then

. HazMat 4 Inventory (DES 09-058) ‘ destroy.

. HazMat 6 Inventory (DES 09-059)

{Continued)

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist
or Division Representative.

Date Date Ao 2010

Signature ; ' J,
Typed Name Scott Mesneak Signature & ;

Title IT & Records Retention Director

DGS 550-1




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. Clit7

Page 2 of 5

Agency

Cecil County Government

Division/Unit

Department of Emergency Services

Item
No.

Description

Retention

Equipment Issue Receipt — Emergency Medical Services
(DES 09-062) '
Inventory Price List (DES 09-054)

. Loaned Equipment Inventory — Technical Support (DES

09-019)

. Receipt of Equipment (DES 09-064)

. Special Puréhasing Department Inventory (DES 09-045)

. Station Inventory (DES 09-044)

Forms, Reports, Checklists and Logs

A.

B.

Exposure Determination Checklist (DES 09-003)
Pager Repair Form — Technical Support

. Advanced Airway Procedure Data Form (DES 09-021)
. Electronic Maryland Ambulance Information System

Patient Care Reports

. Information Request Form (DES 09-008)

© ZEZrAR=TZO

Incident Reporting Form (DES 09-053)

Building Inspection Checklist (DES 09-041)

Daily Vehicle Maintenance Log (DES 09-014)
Schedule II Drug Form (DES 09-039)

Special Report with supplemental page (DES 05-001)
Training Form (DES 09-052)

Uniform Issue Form (DES 09-061)

. Waiver of Liability (DES 09-038)

Work Detajl Sheet (DES 09-051)

Competencies Yearly Check Sheet (DES 09-060)

Retain hard copy for one (1)
year from the end of the fiscal
year the file was closed then
destroy.

Retain hard copy for six (6)
months after the file was
closed then destroy.

Retain hard copy permanently
and transfer annually to
Archives for permanent
preservation.

Retain hard copy for five (5)
years from the end of the
fiscal year the file was closed
then destroy.

Retain hard copy for three (3)
years from the end of the
fiscal year the file was closed
then destroy.

Retain hard copy for one (1)
year from the end of the fiscal
year the file was closed then
destroy.

Retain hard copy for one (1)
year post employment
termination then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. Cl 1\

Page 3 of 5

Agency

" Cecil County Government

Division/Unit
Department of Emergency Services

Item
No.

Description

Retention

. Suggestion Form (DES 05-002)

. Emergency Medical Services Ride-a-long Application
(DES 09-043)

. Response Determinant Form (DES 09-005)

. Equipment Coupons — Technical Support

. Funeral Announcement Form (DES 09-013)
. Paperwork Request Form (DES 09-040)

. Radio Announcement Form (DES 09-011)

HUMAN RESOURCES DOCUMENTS
Misc. Forms and Reports
A. Weather Notification Form

B. Electronic Files (DES 09-014)

. Emergency Contact Information Form (DES 09-009)

. Cecil County Department of Emergency Services
Confidentiality Agreement (DES 09-042)

. Interview Form (DES 09-007)
Maryland Institute for Emergency Medical Services
Systems Confidentiality Agreement

. Department Head Notification List (DES 09-017)

. Facsimile Cover Sheet (DES 09-010)

Discipline »
A. Employee/Superior Counseling Form (DES 09-002

Retain hard copy for six (6)
months after the file was
closed then destroy.

Retain hard copy until no
longer needed for current
business, and then destroy.

Retain hard copy permanently
and transfer annually to
Archives for permanent
preservation.

Retain for one (1) year post
employment termination then
destroy.

Retain hard copy for one (1)
year post employment
termination then destroy.

Retain hard copy for one (1)
year from the end of the fiscal
year the file was closed then
destroy.

Retain hard copy for thirty
(30) days then destroy.

Retain according to the
retention policy of the
document faxed.

Retain hard copy for one (1)
year from the end of the fiscal
year the file was closed then
destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES Schedule No. {7
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4 of 5
(Continuation Sheet)

Agency Division/Unit
Cecil County Government Department of Emergency Services

Item Description Retention
No.

B. Addressing Ordinance Violation Form (DES 09-020) Retain hard copy until no
longer needed for current
business, then destroy.

C. Employee Warning Form (DES 09-004) Retain until inactive, and then
destroy.

Personnel Scheduling
A. Annual Leave Request Form (DES 09 006) Retain hard copy for one (1)
B. Shift Fill Worksheet — Communications (DES 09-016) year then destroy.
C. Shift Fill Worksheet Emergency Medical Services (DES
09-046)

.. Shift Exchange Form (DES 05-003) Retain hard copy for six (6)
months after the file was
closed then destroy.

QUALITY ASSURANCE
A. Emergency Medical Services Incident Report — Green Retain hard copy for three (3)
Sheet (DES 09-025) years from the end of the

. Emergency Medical Services Incident Report — Green fiscal year the file was closed
Sheet — Additional Narrative (DES 09-025) then destroy.

. Emergency Medical Services Quality Assurance Inquiry
Guide (DES 09-027)

. Highest Jurisdictional Official Investigation (DES 09-033)

. Incident Witnesses (DES 09-029)

. Information Collected (DES 09-030)

. Investigation Disposition (DES 09-036)

. Medical Review Committee Meeting (DES 09-032)
Maryland Institute for Emergency Medical Services
Systems 5 & 35 Day Report
Medical Review Committee Disposition Outcome (DES 09-
035)

K. Notifications (DES 09-031)
L. Quality Assurance Complaint Information (DES 09-028)
M. Quality Assurance Remediation Plan (DES 09-034)

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. ¢ 417

Page 5 of 5

Agency Division/Unit
Cecil County Government Department of Emergency Services
Item Description Retention
No.
A. Quality Assurance Report (DES 09-023) Retain hard copy for one (1)
B. Quality Assurance Report Additional Narrative (DES 09- year from the end of the fiscal
024) year the file was closed then
destroy.
C. Quality Assurance Worksheet (DES 09-022) Retain hard copy until no
D. Quality Assurance Findings (DES 09-037) longer needed for current
S L . business, then destroy.
7 EDUCATION AND TRAINING
A. American Heart Association (AHA) Instructor Information | Retain hard copy permanently
(DES 09-048) and transfer annually to
Archives for permanent
preservation,
B. Answer Sheet (DES 09-047) Retain hard cbpy for five (5)
years then destroy.
C. American Heart Association (AHA) Roster (DES 09-050) | Retain hard copy for three (3)
D. Class Roster (DES 09-001) years from the end of the
E. Program Evaluation (DES 09-049) fiscal year the file was closed

then destroy.

DGS 550-1A




_Instructions ~Type or Print a separate form for

each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Department of Emergency Services

with Records Retention Schedule (DGS §50-1) 7275 Waterloo Road, P.O. Box 275 |
Jessup, Maryland 20794
410-798-1930.
1. DepartmentAgency -2. Divislen 3. Unit

Emergency Medical Services

DEFINITION - RECORD SERIES: A group of related records normally filad and used as a unit for reference as wsll as retention and disposition purposes.

4. Record Sertes Title

Addressing Ordinance Violation Form {DES 09-020)

5: Eatllest YearlLatest Year

2010
D.

b

6. Record Serles Description (Briefly describe the types of infarmation/decumentsfforms found in the series. Inciude the purpose or function of thé seres.)

Documents address violations found when responding to emergency calls,

AGENCY RECORDS INVENTORY

7. Recgrd Series Formal(s) List alt 8. Record Series Sequence. 9. volume
QO File Drawer(s),
O Mirafim Reel(s)
® Letter Slze ‘0 Mcrofim 0 Alphabedcal
1 Conputer Tape(s)
0 Legal Stze 0 Computer Tape O Numerical Number
a -Other (specify).
0 Audio Tape 0O Floppy Disk g Chronological
0 Bouhd Bogk O Video Tapé. O Geographical 10. Annual Accurnulation
. 0 File Drawer(s)
0 Other (specify) WM Other {specify)
@ Miciofitm Reel(s,
Keyword Lookup ©
a, Computer Tape(s)
Number
0 Orher (speclfy)
n.  Filels Used 12, File Becomes Inactive After
m Daily 0 Weekly O Monthly 0 Annually Y B Month(s) 0. Yéans)
Nurrber

13. Current Location(s) (Bldg., Floor, Room)

Department of Emergency Services Office

o Yes B No

Q Yes B No

15 Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 16.  Audit Requirements
O Yes & No B None 0 State 0 Federal 0 Independent
17. Is an Index System usad?.If yes, explain briefly and describe requirements 18,  Recommended Retention

current business, then destroy

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Tetephone Mumhber

410-996-5205

21. Date

DGS 5504 (Rev. 1/83)

14. Is Record Series Duplicated Etsewhere?  (If yes, specify agency'or office.)

Retain hard copy until no longer needed for

9/10/2010




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-795-1830

AGENCY RECORDS INVENTORY

PAGE D= oF _‘&Z/

1. Depanment/Agency
Department of Emergency Services

-2. Division

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Serles Title

Advanced Airway Procedure Data Form (DES 09-021)

5. Earllest YearfLatest Year

w2010

8. Petord Series Déscription (Briefly describe the'types of infarmation/documentsffarms found in the series. Ihciude thé purpase or function of the series.)

Documents advanced airways preformed by Rapid Sequence Intubation certified Paramedics.

7. Record Series Format(s) List all

8. Record Serles Sequence. 8. Volume
0 File.Drawer(s)
o Microfim Reel(s)
® Letter Size ‘aMcrofim o Alphabetical
=l Computer Tape(s)
O Legal Size 0 Computer Tage O Numerical MNumber
o Qther (specify)
O Audio Tape O Floppy Disk O Chronological
O Bouhd Book 0 Video Tape. O Geographical 10. Annual Accumulation
. . 0 File Drawer(s)
0 Other (specify) W Other (specify)
O Microfitm Reel(s
Keyword Lookup. ©
0. Computer Tape(s)
Number
o ‘Other (speclfy)
1 Fle Is Used 12, Fite-Becomes Inactive After
| Daliy 0 Weekly 0 Manthly, 0 Annuatly 5 0 Month(s) A Year(s)
Nurrber

13, Current Location(s) (Bldg.. Floor, Room)

Department of Emergency Services Office

o Yes ]

No

14. ts Record Series Duplicated Elsewhere? (ifyes, specify agency or office.)

15, Access Restrictions (If Yes, clte Law(s) 8 Regulation(s)

o Yes

18. Audit Requirements

u No 8 None 0O State o Federal 0 Independent
17. 15 an Index System used?.If yes, exptain briefly and describe requirements 18. Recommended Retentian
a ves N Retain hard copy for five (5) years from the end of

the fiscal year the file was closed then destroy.

8. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Number.

410-996-5205

2% Date

9/10/2010

DGS 5504 (Rev. 1/83)




Instructions -Type ar Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1930

AGENCY RECORDS INVENTORY

PAGE 3 OF _W__; ,

1. DepanmentAgency
Department of Emergency Servicés

-2. Division

Teaching and Education

3. Unit

DEFINITION - RECORD SERIES: A'group of related racords normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Recard Series Titte

AHA Instructor Information (DES 09-048)

5. Earllest YeariLatest Year

w 2010

8. Record Series Description (Briefly describe the types of information/documentsfforms found in the seriés. Inciude the purpose ar function of thé seres.)

Information on all American Heart Association (AHA) instructors

7. Recnrd Series Format(s) List all B. Record Series Sequence. 8. Volume
O Fite Drawer(s)
o Mcrofilm Reel(s)
= Letter Slze ‘o Microfilm o Alphabetical
0 Camputer Tape(s)
O Legal Stze 0 Computer Tape O Numerical Number .
0 Other (specify),
0 Audio Tape O Floppy Disi O Chranglogical
€ Bound Book O Video Tape. O Geographica 10: Annual Accumutation
QO File Drawer(s)
O Other (specify), | Other (specify)
0 Microfilrd Reel(s)
Keyword Lookup, ©
@, Computer Tape(s)-
Nimber
o Crher (specify)
1. Fileis Used 12, File Becomes Inactive After
0 Daily D Weekly. Q Monthly & Annually Permanent 0 Manth(s) 0. Year(s)
Number

13. Current Location(s)  (Bldg., Floor, Room)

Department of Emergency Services Office

0" Yes L]

14, iIs Record Series Duplicated Eisewhere? (fyes, specify agency or offlce.)

No

15.  Access Restrictions (If Yes, cite Law(s) 8 Regulation(s)

16. Audit Requirements

d Yes m No ® None o State d Federal O lndependent
17. I's an Index, Systemused? If yes,.explain briefly and deseribe requirements 18 Recommended Retentian
o ves o Retain hard copy permanently and transfer

annually to Archives for permanent preservation.

18. Name and Tite of Preparer

Scott Mesneak
IT & Records Retention Director

20. Tetephone Number.

410-996-5205

21. Date

9/10/2010

DGS §50-4 (Rev. 1/83)




Instructions -Type or Print a separate form for
each new onrevised record series. Forward

with Records Retention Schadule (DGS 550-1)

" DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watsrloo Road, P.O. Box 275

Jessup, Maryland 20794
4)0-799-1830

PAGE q

1. Depanment/Agency

Department 6f Emergency Servicés

-2. Division
Teaching and Education

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for refersnce as well as retention and disposition purposes.

4. Record Serles Title

AHA Roster (DES 09-050)

5, Earllest YeariLatest Year

, 2010

t

6. Record Series Description (Briefly describe the_types of informatin/documentsiforims found in the series. lhciide theé purpose or function of the series.)
Rosters for American Heart Association (AHA) classes that are talight

7. Record Seres Format(s)  List all

. Letter Size ‘0 Mcrafiim

alLegal Size B Computer Tape
C Audio Tape OFloppy Disk
0 Bound Book o Video Tape

o Other (épeclfy)

B.Recard Series Sequence. 9: Vatume

O File Drawer(s)

O Mirofim Reel(s)
Alphabetlcat
0 Computer Tape(s)
Numerical
0- Qther (specify),
Chronological

AGENCY RECORDS INVENTORY

Geographical 10. Annual Accumulation

Q File Drawer(s)
Qther (specify)

Keyword Look up g Microfiirn Reel(s)
Q. Cornputer Tape(s)
Number
a Crher (specify)

. Flie is Used

0 Daily 0 Weekly. I Monthty 0 Annually

12.  File Becomes Inactive After

3

o Month(s) | Yéans)

(Bidq., Floor, Room)
Department of Emergency Services Office

13. Current Location(s)

o Yes | Na

Access Restrictions (If Yes, cite Law(s) & Regulation(s)

O Yes =.No

“18B: Audit Requirements

B iNone O State O Federal

o Yes 8 No

I's an Index System used? If yes, explain briefly and describe requirements

18.  Recommended Retention

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20: Telephone Mumber

410-996-5205

21. Date

9/10/2010

DGS 5§50-4 (Rev. 1/83)

14, Is Record Series Duplicated Elsewhere? (Ifyes, specify agizncy or office.)

a independent

Retain hard copy for three (3) years from the end
of the fiscal year the file was closed then destroy.




Instructions —-Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1920

AGENCY RECORDS INVENTORY

PAGE 5 OF 1 l

1. Depariment/Agency

Department of Emergency Services

-2. Division

3. Unit

DEFINITION - RECORD SERIES: A group of ralated records nommally filed and Used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Annual Leave Request Form (DES 09-006)

5. Earliest YearfLatest Year

02010

For the purpose of scheduling leave.

B. Pecord Serles Description (Briefly destribe the types of Informatidn/dacumentsfforims found in the serigs. nclude the purpose or function of the series.)

7. Record Serfes Format(s)  List all BfRemrd_ Series Sequence. 9: Valume
D File.Drawer(s),
0 Microfilm Reel(s)
@ Letter Slze ‘u Micrafim O Alphabetcal
0 Computer Tape(s)
O Legal Size 0 Computer Tape O Numerica! Number
O Cther (specify),
O Audio Tape O Floppy Disk O Chronological
0 Bouid Book 0 Videa Tape O Geographical 10: Annual Accumulation
0 File Drawer(s)
0 Other (specify). W Other {specify)
: G. Microfiim Reel(s
Keyword Lookup ©
. Computer Tape(s)
Number
O ‘Other (specify)
1. File is Used 12, File-Becomes Inactive After
& Daily O Weekly. O Monthly, 0 Annually 1 d Month(s) A Yéar(s)
Number

13. Current Location(s) {Bidg., Floor, Room),

Department of Emergency Services Office

14. 1s Record Series Duplicated Eisewhere? (Ifyes, specify agency or office.)

o Yes B No

0 Yes ® No
15, Access Restrictions (If Yes, clte Law(s) & Reguiaﬂén(s) 16. Audit Requlrements
a Yes m No B None a State 1 Federal 0O Independent -
17. s an Index System usec? If yes,.explain briefly and describe reguirements 18.  Recommended Retention

Retain hard copy for one (1) year then destroy.

18. Name and Tite of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Number.

410-996-5205

21. Date

9/10/201Q

DGS 550-4 (Rev. 1/683)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES' AGENCY RECORDS INVENTORY
sach new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Watsroo Road, P.O. Box 275 t

_ PAGE
Jessup, Maryland 20794
410-798-1930

or _ 1

1. Depanment/Agency -2. Divislon

Department of Emergency Services Teaching and Education

DEFINITION - RECORD SERIES: A group of relatsd racords normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Recard Serfes Title 5. Earfiest Yearft atest Year

Answer Sheet (DES 09-047)

2000

8. Pecord Series Description (Briefly describie the types.of information/dacuments/forms found in the series. |nclide the purpose or functiort of the series.).

Answer sheet for testing purposes

7. Record Series Format(s) List a1l 8. Record Series Sequence -8. Valime

D File Drawer(s)

a Merofim Reel(s)
® Letter Slze ‘0 Microfilm Alphabetical

g Computer Tape(s)
O Legai Size 0 Computer Tape Numerical :

o Other (specify)
0 Audio Tape 0 Floppy Disk Chronological

0 Bound Book O Video Tape, i Geodgraphital 10: Annual Accumulation

O Eile Drawer(s)
O Other (specify) Other (specify)

Keyword Lookup. o Microfilm Reel(s)

0. Computer Tape(s)
Number
o Orher (speclfy)

M. File s Used 12, File Becomes Inactive After

0 Dally WWeekly a Monthly 0 Annually 5 0 Month(s) | Years)

13, Current Location(s) (Bldg., Floor, Room) 14, |Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

Department of Emergency Services Office
0 Yes | No

16, Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements

0 Yes W Ne B None O State a Federal 0 Independent

17, 1isan!ndex System used? If yes, explaln briefly and describe requirements 18. Recommended Retention

" ves . o Retain hard copy for five (5) years then destroy.

19. Name and Titte of Preparer 20 Telephone Mumhber 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/83)




Instructions -Typé or Print a separate form for
sach new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1830

AGENCY RECORDS INVENTORY

pace_ 1 _or T

1. Department/Agency
Department of Emergency Services

-2. Division

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records nommally filed and used as a unit for refersnce as well as retention and disposition purposes.

4. Record Series Title

Building Inspection Checklist (DES 09-041)

5. Earllest Year/Latest Year

w 2010

6. Record Series Description (Briefly describe the types of information/documéntsfforms found in the series. Inclide the purpose or function of thé series.).

Used to document the conditions of the medic stations.

7. Record Serles Format(s) List all 8. Record Series Sequence 8: Volume
0 File.Drawer(s)
0" Microfilm Reel(s)
m Letter Size a Mcroflim o Alphabetical
O Camputer Tape(s)
O Legal Size © Camputer Tape O Numerical Number
O Other (specify)
QAudio Tape OFloppy Disi 0 Chronological
o Bourit Book O Video Tape, O Geographital 10. Annual Accurnulation
) O File Drawer(s)
O Other (specify) @ Cther (specify)
: o Microfilm Reel(s
Keyword Lookup =
o, Computer Tape(s)
Number
O ‘Cther (specify)
M. Flie is Used 12, File Becomes Inactive After
| Daily 0 Weekly. 0 Monthly 0 Annually 1 0" Month{s) m Year(s)
Number

13. Current Location(s) (Bldg., Floor, Room)

Department of Emergency Services Office

o Yes L]

14. |s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

No

15. Access Restrictions (If Yes, cite Law(s) 8 Regutation(s)

18. Audit Requirements

a Yes &.No B None o State a Federal 0 Independent
17, Is anindex System used?.If yes,.explain briefly and describe requirements a8, Recommended Retention
o ves » o Retain hard copy for one (1) year from the end of

the fiscal year the file was closed then destroy.

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Mumber

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275

Jessup, Marytand 20794
410-793-1830

AGENCY RECORDS INVENTORY

PAGE_g_ oF jl_

1. Depanment/Agency

Department of Emergency Services

.2. Division

Emergency Medical Services

-3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Serles Title

09-042)

Cecil County Department of Emergency Services Confidentiality Agreement (DES

5. Earliest Year/Latest Year

o 2010

8. Record Series.Description (Briefly describe the types of Information/documentsforms found in the series. include'the purpose or functioh of the series.).

Used for the purpose of ensuring that personnel abide by the Health Insurance Portability and Accountability Act (HIPAA) regulations

7. Record Series Format(s) Listall 8. Rem_rd Series Sequence 8. Volume
0O Fite Drawer(s)
a Microfilm Reel(s)
m Letter.Size o 'Microfiim a f\lphaheﬂcal
0 Computer Tape(s)
O Legal Slze o Computer Tape .0 Numerical Numbéf
O Other (speclfy).
0 Audlo Tape O Flopay Disk O Chronological
3 Bound Book O Video Tape O Geographical 10. Annual Accumulation
O Flle Drawen(s)
O Other (specify), W Other (specify)
O Microfilrn Reel(s;
Keyword Lookup ©
a Computer Tape(s)
Number
0 Cther (specify)
1M, File is Used 12:  File Becomes Inactive After
o Daily O Weekiy, 0 Monthly ' mAnnually 1 D Month(s) a Year(s)
Nuhwb;r

13. Current Location(s)  (Bldg., Floor, Room)

Department of Emergency Services Office

O Yes % No

14. Is Record Series Duplicated Elsewhere? '(lfjes, speclfy agency or office.)

16, Access Restrictions (If Yes, cite Law(s) & Regulation(s)

18, Audit Requirements

O Yes .:No 8 -None o State o .Federal 0 Independent
17, i an index System used? If yes, explain brleﬂly and deseribe requirements 18. Recormmended Retention
o ves o Retain hard copy for one (1) year from the end of

the fiscal'year the file was closed then destroy.

18. ‘Name and Title of Preparer

Scott Mesneak

IT & Records Retention Director

20. Telephone Number

-410-996-5205

21. Date

5/10/2010

DGS 550-4.(Rev. 1/83)




Instructions ~Type of Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS §50-1) 7275 Waterloo Road, P.O. Box 275 PAGE ﬁ oF J {

Jessup, Maryland 20794
410-798-1930

1. Depanment/Agency -2. Diviston
Department of Emergency Services Teaching and Education

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Class Roster (DES 09-001)

5. Eadliest Year/Latest Year

o 2010

6. Pecord Serles Description (Briefiy describe the types of information/dacumentsiforims fdund in the series. Include the purpose ér function of the seres.)

Rosters for all Emergency Medical Services training classes that are taught.

7. Record Series Format(s)  List all B. Record Series Sequence. 2. Volume

D Flle Drawer(s)

O Microfilm Reel(s)
m Letter Size ‘@ Microfilm Alphabetlcal

1 Camputer Tape(s)
o Legal Size 1 Computer Tape Numerical

O Other (specify)
O Audio Tape 0 Floppy Disk Chranological

0 Bound Book O Video Tape Geographital 10. Annual Accumulation

0 File Drawer(s)
o Other (specify) Qther (specify)

Keyword Lookup, a Microfilm Reel(s)
Q. Computer Tape(s)
Number
0 Crher (speclfy)

1. Flle is Used 12, File Becomes Inactive After

o Dally. 0 Weekly | Monthly @ Annually 3 o Month(s) | Yoar(s)

13. Current Location(s) (Bldg., Fleor, Roarmy) 14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)

Department of Emergency Services Office
o Yes B No

15. Access Restrictions (If Yes, cite Law(s) & Regutation(s) 16. Audit Requirements

O Yes . No B None a State o Federal 0 Independent

1. Is an Index System used?.If yes, explain briefly and describe requirements 18. Recommended Retention

a ves " Retain hard copy for three (3) years from the end
of the fiscal year the file was closed then destroy.

19. Namé and Title of Preparar 20 Telephone Number

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for

each new orrevised record series. Forward

DEPARTMENT OF GENERAL SERVICES AGENCYRECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, F"O»j Box 275 PAGE 10 oF j i
Jessup, Maryland 20794
\ 410-799-1930
1. DepanmentAgency -2. Divislon 3. Unit
Department of Emergency Services Haz Mat

DEFINITION - RECORD SERIES: A group of related records normaily filed and used as a unit for reference as well as retention and disposition purposss.

4. Record Serfes Title

Competencies Yearly Check Sheet (DES 09-060)

5, Earllest Year/Latest Year .

w2010

6. Record Serles Description (Briefly describe the types.of Information/docimentsforms found in the series. tnchide the purpose or function of thé series.).

Documents the hazardous material technicians competencies annually.

7. Record Serles Format(s)  List afl 8. Record Series Sequence. 8. Valume
O File Drawer(s)
a Mcrofim Reel(s) s
m Letter Slze. aMcrofiim a  Alphabetical
1 Computer Tape(s)
O Legal Size 0 Camputer Tape o Numerical Number
0 Other (specify)
€ Audio Tape O Floppy Cisk O Chronologlca!
0 Bound Book O Video Tape . O Geographital 10. Annual Accurnutation
) . 0 File Drawer(s)
o Other (specify), W Other (specify)
. ; o Microfilm Reel
Keyword L up crofilm Reel(s)
0 Computer Tape(s)-
Number
0 Crher (specify)
11, File Is Used 12, File-Becomes Inactive After
o Dally 0 Weekly. 0 Monthly @ Annuatly 1 0 Month(s) m Year(s)
Nurmber
13. Current Locat?nn(s) (»Eldgu Flaor, Raom) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency of office.)
Department of Emergency Services Office
O Yes B No
15.  Access Restrictions (If Yes cite Law(s) & Regulation(s) 16, Audit Requirements
O Yes m No # None D State o Federal 4 independent
.
17, Is an Index System used? If yes,.explain briefly and describe requirements 18. Recommended Retention
a ves ® ne Retain hard copy for one (1) year post
employment termination then destroy.

19. Name and Title of Preparer 20. Telephone Mumber 21. Date

Scott Mesneak 410-996-5205 . 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/83)



Instructions ~Typé or. Print a separate form for
aach new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES'
RECORDS MANAGEMENT DIVISION
7275 Watsrloo Road, P.O: Box 275
Jessup, Maryland 20794

410-793-1930

AGENCY RECORDS INVENTORY

PAGE. ' ‘ OF 1 l

1. Department/Agency

Department of Emergency Servicés

2. Divislon

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally fled and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Daily Vehicle Maintenance Log (DES 09-014)

5. Earliest Year/iLatest Year

. 2010

t

8. Record Series Description (Briefly descibe the types of information/decuméntsffarims found in the sevies. Intiide the purpose or function of the series.)

To document daily.vehicle checks for any note deficiencies..

Number

7. Record Series Format(s) List all 8. Recard Series Sequence. 9. Volume
O File Drawer(s),
o Micrafilm Reel(s)
m Letter Slze ‘0 Mcrofilm O Alphabeticat
a Computer Tape(s)
O Legal Size a Camputer Tape O Numerical Number
@ Other (specify),
0 Audic Tape OFloppy.Disk 0 Chronologleal
O Bound Bouk 0 Video Tapi, O Geographical 10: Annual Accumutation
0O File Drawer(s)
0 Other (specify), W Other (specify)
o Microfiim Reel(s
Keyword Lookup ©
o Computer Tape(s)
Nurnber
O "Other (specify)
1. Filels Used 12, File Becomes Inactive After
= Daily 0 weekly. a Monthly O Annually D Month(s) | Year(s)

13. Current Location(s)  (Bldg., Floor, Room)’

Department of Emergency Services QOffice

14. Is Record Series Duplicated Elsewhere? (Ifyes, specify.agency or office.)

o Yes 8 MNo
15, Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 16.  Audit Requirements
a Yes u No ¥ None O State 0 Federal o Independent
17. Is an index, System used?.If yes, explain briefty and describe requirements 18. Recommended Retention
a Yes 1o Retain hard copy for one (1) year from the end of

the fiscal year the file was closed then destroy.

18, ‘Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Mumber.

410-996-5205

21. Date

9/10/2010

DGS §50-4 (Rev, 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES'

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

pace_ J& o AT

410-799-1830

1. Department/Agency

Department of Emergency Services

2. Division

Communications

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as & unit for reference as wall as retention and disposition purposes.

4, Record Series Title

Department Head Notification List (DES 09-017)

5, Eatliest Yearf atest Year

o 2010

8. Pecord Series Description (Briefly describe the types of information/dacumentsfforms found in the-series ticiude the purpose or function of the series.)

To check list the department heads when making notifications during severe weather.

7. Record Serles Format(s)  Listall

Nurrber

8. Record Serles Sequence. 9. Volume
0 File Drawer(s)
o Microfilm Reel(s)
m Letter Size. 0 Mcroflim o Alphabetical
1 Camputer Tape(s)
O Legal Size 0 Computer Tape 0 Numerical Number
0 Other (specify),
0O Audio Tape O Floppy Disk 0 Chronolaglcal
0 Bouhd Book 0 Video Tape, o Geographical 10. Annual Accumutation
0 File Drawer(s)
O Other (specify), W Other (specify)
o Miciofitm Reel(s
Keyword Lookup ©
0. Computer Tape(s)
Number
0 Other (speclfy)
11, Fileis Used 12, File Becomes Inactive After.
0 Daily . |mWeekly. 0 Monthly, 0 Annually & Month(s) 0. Year(s)

13. Current Locatlun(s) (Bldg., Fioor, Room)

Department of Emergency Services Office

14. Is Record Series Duplicated Eisewhere? (If yes, specify agency or office.)

o Yes 8 No
18, Access Restrictions (If Yes, cite Law(s) & Regidation(s) t8.  Audit Requirements
O Yes m.No @ None 0 State o Federal ‘0 Independent
1. Is an Index System used? If yes, explain briefly and describe requirements 18 Recommended Retention
o ves [y Retain hard copy for thirty (30) days then destroy.

19. Name and Title df Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Number.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVIGES' AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE '3 o 1[

Jessup, Maryland 20794
410-798-1830

1. Department/Agency -2. Divislon
Department of Emergency Services Technical Support

DEFINITION - RECORD SERIES: A group of relatad records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Recard Serles Title 5. Eariest Year/Latest Year

Distribution/Inventory of Fixed Assets - Technical Support (DES.09-063) 2010
to

8. Record Series Description (Briefly describe the.types of information/decumentsfforms tound in the series. Inciude the purpose ar function of thé series.)

Inventories assets that are issued to all of oiir allied agencies.

7. Recnrd Serles Format(s) List all . Record Serie§ Sequence. 9! Volume

D File.Drawer(s)

O Microfilm Reel(s)
= Letter Size 0 Mcrofim Alphabetical

A Camputer Tape(s)
O Legal Size © Computer Tape Numerical

O Cther (specify)
O Audio Tape 0 Floppy Disk Chronologlcal

0 Boufdl Book 0 Videa Tape, Geographical 10:-Annual Accumulation

) . O File Drawer(s)
0 Cther (specify). Other {specify)

Keyword Lookup o Micrufilm Reel(s)
0, Computer Tape(s)
MNumber
O Other (speclfy)

11, Fileis Used - 12, File-Becames Inactive After

» Daily & Weekly O Manthly, 0 Anfiualy indefinitely O Month(s) o Years)
Number

13. Current Locaﬂun(s) (Bldg., Floor, Room) 14, 1s Record Series Duplicated Elsewhere? (fyes, specify agency ar office.)

Department of Emergency Services Office )
. s} »Yes B No

16, Access Restrictions (f Yes, cite Law(s) & Regulation(s) 16:  Audit Requirements

O Yes 1 No ® None o State’ o Federal o Independent

17, I's an Index Systern used?.If yes,.explain briefly and describe requirements 18 Recommended Retention

a Yes . e Retain hard copy permanently and transfer
' annually to Archives for permanent preservation.

19. Name and Title of Preparer” 20 Tetephone Mumber. 21, Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 650-4 (Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Scheduls (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watsrloo Road, P.O. Box 275

Jessup, Marytand 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE _li of "

1. Depanment/Agency

Department of Emergency Services

-2. Division

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Electronic Files (DES 09-014)

§. Eailiest YearfLatest Year

. 2010

¢

basis.

6. Record Series Description (Briefly describe the types.of infarmatign/dacumentsfforms found in the series. Ihcludé the purpose or function of the serles.).

Provided daily interaction with co-worker, allied agencies, etc. Allows for the retention of needed documents that are produced on a daily

7. Recnrd Series Format(s)  List alt 8. Recard Series Sequence. 9. Volume
0O Fite.Drawer(s)
a  Mirafim Reel(s)
m Letter Size ‘1 Microflim O Alphabetcal
n Computer Tape(s)
alegal Size 0 Computer Tape 0 Numercal Number
O Other (specify)
O Audio Tape O Floppy Disk D Chronologicat
0 Bouhd Book 0 Video Tape o Geographical 10, Annual Accumulation
0 File Drawer(s)
o Other (speclfy), M Other (specify)
a. Microfilm Reel(s)
Keyword Lookup ©
0, Computer Tape(s)
Number
O ‘Crher (specify)
" File is Used 12, File Becomes Inactive After
B Daily O Weekly. o Manthly aAnnually 1 O Month(s) M Year(s)
Number

13. Current tocation(s)  (Bldg., Fioor, Roorm)

Department of Emergency Services Office

14, Is Record Series Duplicated Eisewhere? (Ifyes, specify agency or office;}

o Yes 8 No

15, Access Restrictions (if Yes cite Lzw(s) & Regulation(s)

0 Yes o No

18. Audit Requirements

B Nane a State O Federal O Independent

a Yes B No

17, I's an Index System used?.If yes,.expialn briefly and describe requirements

18. Recommended Retention

Retain for one (1) year post employment
termination then destroy.

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20 Telephone Mumber.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev, 1/83)




Instructions -Type or Print & separate form for
each new or revised record series. Forward
with Records Retention Schadule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1930

AGENCY RECORDS INVENTORY

PAGE lj OF l_)_

1. Department/Agency
Department of Emergency Services

2. Division
Emergency Medical Services

-3, Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as & unit for reference as well as retention and disposition purposes.

4. Record Seties Title

Electronic Maryland Ambulance Information System Patient Care Reports

‘5. Earliest Year/Latest Year

o 2010

Documentation of patient care

6. Record Series Description (Briefly describe the types of Information/documentsforms found in the series. include the purpose or function of the series.)

7. Record Series Format(s) Listall B. Reco_rd Serles Sequence 8. Volume
O File Drawer(s)
O Microfilm Reel(s)
W Letter Size O Microfilm o Alphabetical
0 Computer Tape(s)
O Legal Slze 0 Computer Tape O Numerical Number
0 Other (speclfy).
D Audlo Tape O Floppy Disk O Chronological
0 Bound Book 0 Video Tape o Geographical 10. Annual Accumulation
o File Orawer(s)
0 Other (specify). B Other (specify)’
O Microflim Reel(s
Keyword Lookup ©
Q Computer Tape(s),
Number
0 Other (speclfy)
11, Flle is Used 12: Flle Becomes Inactive After
& Daily O Weekly O Monthly 0 Annually ) 3 O Month(s) 8 Year(s)
Number

13. Current Location(s)  (Bldg., Fioor, Room)

Department of Emergency Services Office

O Yes ]

No

14, Is'Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

18, Access Restrictions (f Yes, cite Law(s) & Regulaton(s)

16, Audit Requirements

O Yes = No ® None O State 0 Federal .0 Independent
7. s an index System used? If yes, explain briéfly and describe requirements 18.  Recommended Retentlon
o ves » o Retain hard copy for five (5) years from the end of

the fiscal year the file was closed then destroy.

18. Name and Titie of Préparer

Scott Mesneak
IT & Records Retention Director

20. Tetephone Number

-410-996-5205

21, Date

9/10/2010

DGS 5504 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES' AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

PAGE l OF -1 l

1. Depanment/Agency -2. Divislon

Department of Emergency Services

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposss.
4. Record Serles Title

Emergency Contact Information Form (DES 09-009)

5. Earliest Year/Latest Year

, 2010

t

8. Record Series Description (Briefly describe the types of information/documentsiforms found in the series. Inciude the purpose or function of the serdes.)

Used to maintain a list of employee's emergency contacts

7. Recnrd Series Format(s) Listall 8. Record Series Sequence. 8. Valume

0 Fite Drawer(s)

O Microfim Reel(s)
m Letter Size aMicrofilm Alphabetical

O Computer Tape(s)
O lLegal Size 0 Computer Tape Numerical

0 -Qther (specify),
a Audio Tape 0 Floppy Disk Chronological

0 Bound Bouk D Video Tape, Geographical 10. Annual Accumulation

0O File Drawer(s)
0 Other (specify) QOther {specify)

! o Microfifm Reel.
KeywordL up icrofilm Reel(s)
o Computer Tape(s)
Number
O Other (specify)

11, Fileis Used 12 File Becomes Inactive After

o Daily D Weekly o Monthly @ Annually 1 o Month(s) | Year(s)

13. Current Location(s) (Bldg., Floor, Room)

Department of Emergency Services Office

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

o Yes ® No

15, Access Restrictlons (If Yes, cite Law(s) & Regulation(s) 18 Audit Requirements

4 Yes | No @ NMNone O State 0 Federal O Independent

17. is an Index System used? If yes,.explain briefly and describe requirements 18. Recommended Retention

o ves » o Retain hard copy for one (1) year post
employment termination then destroy.

19. Name and Title of Preparer 20 Telephone humber 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a-separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, PO Box 275 once I7 . =
Jessup, Maryland 20794
410-799-1930

1. DepartrmentiAgency

Department of Emergency Services

-2. Divislon 3. Unit

DEFINITION - RECORD SERIES: A group of related records nomally Tiled and used as a unit for reference as well as retention and disposition purposes.

4. Record Serles Title

Employee/Supervisor Counseling Form (DES 09-002)

§. Earllest YeariLatest Year

2010
0 27

t

6. Record Series Description (Briefly descrite the'types of infarmatlon/decumentsfforms tound in the series. include thé purpase or function of the series.)

To allow supervisors to document counseling sessions with employees for the progressive discipline process.

7. Record Serles Format(s)  List all 8. Record Series Sequence 8. Volume
D File.Drawer(s)
o Mcrofim Reel(s)
m Letter Size ‘0 Mcrofitm [ Alphabetical
0 Camputer Tape(s)
O Legal Size 0 Computer Tage 0 Numerical Number
0 Gther (specify)
O Audio Tape 0 Fioppy Disk O Chronological
o Bound Book o Video Tape O Geopraphicat 10. Annual Accumulation
_ O File Drawer(s)
0 Other (specify) W Other (specify)
9 Microfilm Reel(s)
Keyword Lookup ©
a Computer Tape(s):
Number
0 Cther (speclfy)
11, File is Used 12, File Becores Inactive After
8 Daily 0 Weekly o Monthly O Annually _1___ O Manth(s) | Years)
Nurrber
13. Current Lor.atlon(_s) (Bldg., Floor, Room) 14, |s Record Series Duplicated Elsewhere? (If yes, specify agency of office.)
Department of Emergency Services Office
o Yes ® No
15, Access Restrictiens (If Yes, cite Law(s) & Regulation(s) 18. Audit Requirements
O Yes m No » None O State o Federal O Independent
17. 1s an Index System used?.If yes, explain briefly and describe requirements 18.  Recommended Retention
o ves B o Retain hard copy for one (1) year from the end of
' the fiscal year the file was closed then destroy.

18. Name and Title of Preparer 20. Telephone Mumber 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/83)




Instructions -Type or Print & separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo' Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1830

PAGE ! OF .1 l

1. Department/Agency
Department of Emergency Services

2. Diviston

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Employee Warning Form (DES 09-004)

§. Earliest Year/Latest Year

to

2010

6. Record Serles Description (Briefly describe the types of Information/documentsfforms found in the series. include the purpose or function of the series.).

‘To allow supervisors to document disciplinary sessions with employees for the progressive discipline process.

7. Record'Serles Ful(ma;(s) Listall
W Letter Size O Microfilm
O Legal'Size -0 Computer Tape
0 Audio Tape 0 Floppy Disk
G Bound Book

0 Video Tape

o Gther (specify)

8. Record Series Sequence 8. Volume
Alphabetical
Numerical

Chranaolagical

O Fite Drawer(s)
0 Microfiim Reel(s)
O Computer Tape(s)

o Other (specify)

Geographical 10. Annual Accumulation

Other (speclfy)

Keyword Lookup

0 Fite Drawer(s)
3 Microflim Reel(s)
o Computer Tape(s)

o Other (specify)

11, File is Used

o Daily Weekly O Monthly

D Annually

12;  -File Becomes Inactive After

Indefinitely
Nurnber )

O Month(s)

O Year(s).

13. Current Location(s)  (Bldg., Floor, Room)

Department of Emergency Services Office

0 Yes B No

14. Is‘Record Seties Duplicated Elsewhere? (If yes, specify agency or ofﬂ:é_)

18, Access Restrictions.(f Yes, cite Law(s): & Regulation(s)

a Yes | No

18, Audit Requirements

® ‘None D State

D Federal

o Independent

D Yes B No

RYA ts an.Index System used? If yes, explain briefly and describe requirements 18

‘Recommended Retention

Retain until inactive, and then destroy.

18. Name and Titie of Preparer

Scott Mesneak
IT & Records Retention Director

20. Teleghone Number

-410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. '1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1930

AGENCY RECORDS INVENTORY

eace__19_or 1

1. Department/Agency

Department of Emergency Services

-2, Division

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Emergency Medical Services Incident Report - Green Sheet (DES 09-025)

5. Earliest Year/Latest Year

w 2010

B. Retord Series Description (Briefly describe the types of.Information/documentsforms found In the series. include the_purpose or function of the series,).

Documents quality assurance issues as reported by the personnel involved.

7. Remm‘Senes Format(s) Listall B. Record Series Sequence 9. Volum_e
0 File Drawer(s)
D Microfiim Reel(s)
m Letter Size 0 Microfilm O Alphabetical
O Computer Tape(s)
D Legal Size 0 Computer Tape ‘0 Numerical Number
O Other (specify),
O Audio Tape D Floppy Disk 0 Chronological
0 Bound Book O Video Tape O Geographical 10. Annual Accumutation
O File Drawer(s)
o Other (spedify), B Other (specify)
. 0 Microflim Reel(s
Keyword Lookup ©
Q Computer Tape(s)
Number
O Other (specify)
$1.  File is Used 12:  Flle Becomes Inactive After
® Daily O Weekly o Monthly 0 Annually ) 3 O Month(s) B Year(s).
Number

13, Current Location(s) (Bldg., Floor, Ruom_)

Department of Emergency Services dffice

O Yes ]

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,)

No

18. Access Restrictions (f Yes, cite Law(s):& Regutation(s)

16, Audit Requirements

QaYes | No @ .None o State D Federal Q2 Independent
17, Is an Index System used? If yes, explain briefly and describe reguirements 18, Recornmended Retention
o ves B o Retain hard copy for three (3) years from the end

of the fiscal year the file was closed then destroy.

18. Name:and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Teleghone:Number

-410-996-5205

21, Date

9/10/2010

DGS 550-4 (Rev. -1/83)




Instructions -Type or Print a separate form for
sach new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Marytand 20794
410-799-1830

AGENCY RECORDS INVENTORY

prce_ 30 o _ W

1. DepantmzntfAgency

Department of Emergency Services

2, Divisionr

Emergency Medical Services

3..unit

DEFINITION - RECORD SERIES: A group of relsted records normally filed and used as & unit for reference as well as retention and disposition PUrposes.

4. Record Serles Title :

Emergency Medical Services Quality Assurance Inquiry Guide (DES 09-027)

5. Earliest Year/Latest Year

0 2010

8. Record Series.Description (Briefly describe the types of information/documents#forms found in the series. ‘inclide the purpase or function of the series.)

Used to document quality assurance inquirés made during the daily Quality Assurance process

7. Record Serles Formatg)  Listall

8. Recor_d' Series Sequence 8. Volume
O File Drawer(s)
o Microfilm Reel(s)
m Lelter Size o'Microfilm O Alghabeticat
O Camputer Tape(s)
0 Legal Size o Computer Tape :0  Numerical Number
o Other (specify)
D Audio Tape O Floppy Disk o Chronological
o Bound Book o Videa Tape O Geographical 10; Annual Accumutation
N O Fll2 Drawer(s)
o Other (specify) W COther (specify)
. . g Microfilm Reel(s;
Keyword Lookup )
0 Computer Tape(s)
Number
o Other (specify)
11, Fite is Used 12. File Becomes tnactive After
u Daily O Weekly o -Monthly OAnnually ) 3 O Monthi(s) A Year(s).
Number

13. Current Location(s)  (Bldg., Floor, Room)

Primary Data Center

o Yes ]

14, 1s'Record Series Dupiicated Elsewhére? '(Ifyé's, specify agency or office.)

No

15, Access Restrictions (If Yes, cite Law(s) & Regulation(s)

A6, Audit Requirements

UYes & No ® None O State o Federal O Independent
17.  Isan.index Systém used?.lf_'yes, explain bn‘éﬂy’ and describe requirements 18, ‘Recormmended Retention
o Yes .o Retain hard copy for three (3) years from the end

of the fiscal year the file was closed then destroy.

19. ‘Name and TItie" of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone:Number

-410-996-5205

21. Date

9/10/2010

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1930

each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

PAGE _&L OF l !

1. DeparnmentiAgency
Department of Emergency Services

-2. Division

Technical Support

DEFINITION - RECORD SERIES: A group of related records normally filad and used as a Unit for reference as well as retentic;n and disposition purposes.

4. Record Serfes Title

Equipment Coupons - Technical Support

5. Earliet Year/Latest Year

w2010

6. Pecord Series Description (Briefly describe the.types of information/decuments/forms found in the series. Include the purpose or function of the seres.)

Assigned to equipment that is in need of repair and gives a coupon to the agency that is assigned to equipment.

7. Record Serdes Format{s) List all

® Letter Size a Mcrofilm
O Legal Size a Computer Tage
o Audio Tape 0 Floppy Disk
0 Bound Book

0 Video Tape,

0 Other (specify)

B. Record Series Sequence.

Alphabetcal
Numerical
Chronological,

i Geographical

_ther»(specifyﬁ

Keyword Lookup.

8. Vofume
D File.Drawer(s)

Q- Microfilm Reel(s)
0 Computer Tape(s)

0 Cther (speclfy)

10: Annual Accumulation
O Fite Drawer(s)

o Microfifm Reel(s)
0, Computer Tape(s)

Number
o ‘Cther (specify)

1. File is Used

» Daily 0 Weekly. o Monthty, o Annually

12, File Becomes Inactive After

= Month(s) 0. Year(s)

13. Current Location(s)  (Bldg., Floor, Roorm)

Department of Emergency Services Office

14. Is Record Series Duplicated Elsewhere? (fyes, specify agency or office:)

0 Yes 8 No

15, Access Restrictions (if Yes, cite Law(s) & Regulation(s) 1B. Audit Requirements

d Yes u No B None 0 State 0 Federal O Independent

17, Is an index, System used? If yes, expiaip briefly and describe requirements 18.  Recommended Retention

Retain hard copy until no longer needed for
current business, then destroy.

0 Yes B No

18. Name and Tite of Preparer 20. Telephone Number. 21. Date

Scott Mesneak 410-996-5205

IT & Records Retention Director

9/10/2010

DGS 5504 (Rev. 1/83)




instructions —~Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1830

AGENCY RECORDS INVENTORY

pace_LL oF jl_

1. Department/Agency

Department of Emergency Services

2. Divisionr

Emergency Medical Services

-3 Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as & unit for reference as well as retantion and disposition purposes.

4. Record Series Title

Equipment Issue Receipt - Emergency Medical-Services (DES 09-062)

5. Earliest Year/Latest Year

2010

6. Record Series Description (Briefly describe the types of Information/documents#forms found In the series. inctiide the purpose or function.of.the series.).

To check list uniforms and equipment issues to Emergency Medical Services personnel

7. Record Series Format(s)  List all
B Letter.Slze 0 Mcrofiim

alegal Size 0 Computer Tape

8. Record Series_ Sequence

O Alphabetical

0 Numerical

8. Volume
a File Drawer(s)
a  Microfilm Reel(s)
O Computer Tape(s)
Number

O Other.(speclfy).

Number

O Audio Tape O Floppy Disk 0 Chronological
G Bound Book DO Video Tape 0 Geographical 10: Annual Accumulation
O File Drawer(s)
Q Cther (specify) W Other {specify)
O Microflim Reel(s)
Keyword Lookup ©
o Computer Tape(s)
Number
O Other (speclfy)
11, Flle Is Used 12:  -Flle Becomes Inactive After
o Daily 0 Weekly o -Monthly @ Andually O Month(s)

| Year(s)

13. Current Location(s)  (BIdg., Floor, Room)

Department of Emergency Services Office

14. Is'Record Seiles Duplicated Elsewhere? (fyes, ;peclfy agency or office.)

o Yes 8 No
15, Access Restrictions (If Yes, cite Law(s) & Regutation(s) 16, Audit Requirements
O Yes | No ® None o State 0 -Federal O Independent
7. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
o ves . Retain hard copy for one. (1) year from the end of

the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Number

-410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revis_ed record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Watsroo Road, P.Oj Box 275 pace L3 o '_'I l
Jessup, Maryland 20794
410-798-1930
1. DepanmentAgency -2. Divislon 3. Unit

Department of Emergency Services

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Exposure Determination Checkiist (DES 09-003)

§. Earllest Year/Latest Year

, 2010

t

6. Record Series Description (Briefly describe the types of information/dacuméntsfforms found in the series. Include the purpose or function of the seres.)

To allow for doclimentation of possible communicable disease exposures for County. personnel as well as volunteer Fire/Emergency
Medical Services personnel.

7. Record Series Format(s) List al 8. Recard Series Sequence. 9. Valume
0O File Drawer(s)
0 Mirofim Reei(s)
m Letter Slze 0 Mcrofim O Alphabetcat
O Computer Tape(s)
0O Legal Size 0 Computer Tape O Numerical Numbrer
o -Other (specify)
O Audio Tape DOFloppy Disk ' O Chronological
0 Bound Book O Video Tape, O Geographica 10: Annual Accumulation
. . 0O File Drawer(s)
OOther (specify)_____ ) W Other (specify)
. @ Microfilm Reel(s
Keyword Lookup ©
0. Computer Tape(s)
Number
O Cther (speclfy)
1. File is Used 12, File-Becomes Inactive After.
o Dally @ Weekly O Monthty,  Anrually Permanent 0 Montn(s) 0. Year(s)
Nurrber
13. Current Locatlon(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated-Elsewhere? (fyes, specify agency or aoffice.)
Department of Emergency Services Office
o Yes B No
18, Access Restrictions (If Yes, cite Law(s) & Regutation(s) 16. Audit Requirements
o Yes m No 8 None O State 0 Federal 0 Independent
17. s an Index System used?.If yes, explain briefly and describe requirements 18, Recommended Retention
a ves .o Retain hard copy permanently and transfer
annually to Archives for. permanent preservation.

18, Name and Title of Preparer 20. Telephone Mumber 21. Date*

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/83)




Instructions ~Type of Print a separate form for DEPARTMENT OF GENERAL SERVICES. AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE -1:{ oF -'”
Jessup, Maryland 20794
410-799-1930
1. Department/Agency -2. Division 3. Unit

Department of Emergency Services

DEFINITION - RECORD SERIES: A group of related records nomally filad and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Facsimile Cover Sheet (DES 09-010)

5, Earliest Yearft atest Year

2010

6. Petord Series Description (Briefly describe the.types of Informatlon/documents/forims found in the series. Inciudé the purpose or function of the sedes.)

Cover sheet for documents faxed to show where the dociiments.were faxed from, the number and to provide a signature.

7. Record Series Fnrmat(;_) List all . 8. Record Series Sequence 8. Valume
O Fite.Drawer(s)
D Mcrofim Reeks)
m Letter Size ‘0 Microfilm o Alphabeticat
0 Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number
a Gther (specify)
‘OAudio Tape a Floppy Disk a Chmnologlcal
0 Bound Book 0 Video Tape g Geographical 10: Annual Accumnulation
O File Drawer(s)
1 Other (speclfy) W Other (specify)
' . o Microfiim Reel(s
Keyword Lookup erofim Reel(s)
. Computer Tape(s)
Number
g Orher (specify)
. Flle is Used 12 File Becomes Inactive After
a Daily | Weekly. a Manthly, 0 Annually lndeﬁmtely a Manth(s) 0. Year(s)
Nurmber
13. Current Location(s) (Bldg., Floor, Room) 14. Is Fecard Series Duplicated Elsewhere? (Ifyes, specify agency or office.)
Department of Emergency Services Office
o Yes 8 No
18, Access Restrictions (i Yes, cite Law(s) & Regulation(s) 18. Audit Requlrements
a Yes 18 No 8 MNone o State O Federal 0. Independent
17. Is an Index System used? If yes,.explain briefly and describe reqtirements 18 Recommended Retention
o ves » o Retain according to the retention policy of the
document faxed.

18. Name and Titie of Preparer 20. Telephone Mumber. 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev, 1/93)




Instructions ~Type or Print a separate form fof DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE 1;‘ o 7] !
Jessup, Marytand 20794 .
410-799-1920
1. DepanmentAgency -2 Divislon. 3. Unit

Department of Emergency Services

DEFINITION - RECORD SERIES: A group of related records nommally filad and used as a unit for reference as well as retention and disposition purposes.

4. Record Serfes Title 5. Earfiest YearfLatest Year

Funeral Announcement Form (DES 09-013) 2010
o

6. Pecord Series Description (Briefly describe the' types of thformation/decuments/forims found in the sefies. Include the purpose or function of the series.)

To documment néeded funeral announcements from the volunter Fire/Emergency Medical Services service

7. Record Serles Format(s) Listall - 8. Record Series Sequence 8. volume
' O File.Drawer(s)
O Microfim Reel(s)
® Letter Size a Mcrofim O Alphabeticat
o Camputer Tape(s)
O legal Size 0 Computer Tape 0 Numerical Number
O Other (specify)
0 Audio Tape 0O Fioppy Disk . 0 Chronological
o Bound Book 0 Video Tape, O Geographical 10. Amaual-Accumulatiorn
0 File Drawer(s)
D Other (specify)______ W Other (specify)
' : a’ Miciofitm Reel(s
Keyword Lookup m Reel(s)
0. Computer Tape(s)
Number
o 'Other (speclfy)
1. File is Used ) 12. Fite Becomes Inactive After \
= Dally 0 Weekly o Manthly 0 Annually 0 # Month(s) 0. Yéar(s)
Nurrber
13. Current Location(s) (Bldg., Fieor, Room) 14, s Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)
Department of Emergency Services Office
o Yes B No
15, Access Restrictions (f Yes, cite Law(s) 8 Regulation(s) . 18.  Audit Reqguirements
a Yes B.No , B None a State o Federal O Independent
17, Is an Index System used?.If yes,.expiain briefly and describe requirements 18.  Recommended Retention
Q yes » e Retain hard copy until no longer needed for
current business, then. destroy.

19. Name and Title of Preparer 20. Telephone Mumber 21. Date

Scott Mesneak 410-996-5205 911012010
IT & Records Retention Director

DGS 5504 (Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schadule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box.275

Jessup, Maryland 20794
410-799-1930.

AGENCY RECORDS INVENTORY

FAGE Lé OF 1 ‘

1. DeparmentAgency

Department of Emergency Services

-2, Divislon

Haz Mat

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for refereﬁce as well as retantion and disposition purposas.

4.:Recard Series Title

HazMat 1 Inventory (DES 09-055)

5. Ealliest Yearf atest Year

o 2010

Inventory of equipment

6. Peecord Serles Description (Briefly describe the'types of informatidn/decumentsfformns found in the series Inciude the purpose or function of the series.)

7. Record Sedes Format(s)  List all 8. Record Sertes Sequence. 8. Volume
D File.Drawer(s)
O Mcrofim Reel(s) N !
m Letter Size ‘0 Microfilm o Alphabetcal
O Camputer Tape(s)
O Legal Size 0 Camputer Tape 0 Numerleal . Number
o Other ($net:|fy)
o Audio Tape .OFloppy Disk o Chronological
0 Bound Bogk 0 Videa Tape, O Geographical 10. Annual Accumulation
o File Drawer(s)
O Other (specify), B Other (specify)
0. Microfilm Reel(s,
Keyword Lookup =
0. Computer Tape(s)
Number
a "Other (specify)
11, Fileis Used 12, File-Becames inactive After
0O Dally, |Weekly o Manthly O Annually 1 0 Maonth(s) A Year(s)
Nurmber

13. Current Location(s)  (Bldg., Fizor, Room)

Department of Emergency Services Office

14, Is Record Series Duplicated Eisewhere? (Ifyes, specify agency or office.)

0 Yes 8 No
15.  Access Restrictions (f Yes, clte Law(s) & Regulation(s) 16. Audit Reguirements
a Yes - No ® None Q State 0 Federal O Independent
17. Is an index System used?.If yes,.explain briefly and describe requirements 18, Recommended Retention
a ves o Retain hard copy for one (1) year from the end of

the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scolt Mesneak .
IT & Records Retention Director

20: Telephone Number.

410-996-5205

21. Date

9/10/2010

DGS 650-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-798-1930

AGENCY RECORDS INVENTORY

PAGE '17 OF !)

1. Depanment/Agency

Department of Emergency Services

-2. Division

Haz Mat

DEFINITION - RECORD SERIES: A group of related recards normally filed and used as a unit for reference as wall as retsntion and disposition purposes.

4. Record Serles Title

HazMat 2 inventory (DES 09-056)

5. Earllest Year/iLatest Year

o 2010

Inventory of equipment

6. Record Series Description (Briefly describe the'types of information/dacumentsfforms found in the series. inclide thé purpose ar function of the series.)

7. Recnrd Serles Format(s) List all
m Letter Size a Microfim
O Legal Size 0 Computer Yape
0 Audio Tape o Fioppy Disk
0 Bound Book

o Video Tape

0 Other (specify).

'B. Record Serles Sequence

Alphabetical

Numerical

Chronglogical
1 Geographical

Other {specify)

Keyword Lookup

9. Volume
0 File Drawer(s)

0 Microfilm Reel(s)
0 Computer Tape(s)

Mumber
O Qther (specify)

10: Annual Accumulation
D File Drawer(s)

o Miciofiim Reel(s)
0 Computer Tape(s)

Number
O ‘Cther (speclfy)

1. File is Used

o Dally mWeekly. O Monthly 0 Annually

12, File Becomes Inactive After

a’ Month(s) A Year(s)

13. Current Location(s) (@ldg.. Fioor, Room)

14, 1s Record Series Duplicated Elsewhere? (ifyes, specify agency or office.)

Department of Emergency Services Office
o Yes B No

Audit Requirements

15, Access Restrictlons (If Yes, cite Law(s) 8 Regulation(s) ' 18.

a Yes m No ® None 0 State O Federal ‘0 Independent

17, |s an Index System used?.If yes, expiain briefly and desc:rlbe requirements ‘I 18 .Recommended Retention

Retain hard copy for one (1) year from the end of
the fiscal year the file was closed then destroy.

o .Yes B o

19, Nae and Title of Preparer 20. Telephone Numher.

410-996-5205

21, Date

Scott Mesneak
IT & Records Retention Director

9/10/2010

DGS 8504 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES' AGENCY RECORDS INVENTORY
aach new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Scheduls (DGS 550-1) 7275 Waterloo Road, P.O. Box275 PAcE 19 o jl

Jessup, Maryland 20794
410-799-1930

1. Depanment/Agency -2, Divislon

Department of Emergency Services Haz Mat:

DEFINITION - RECORD SERIES: A group of related records normalWed and used as a unit for reference as well as retention and disposition purposes.
4. Recard Serles Title . 5. Earllest YearfLatest vear

HazMat 3 Inventory (DES 09-057) 2010
: - to_T =

6. Peecord Series Description (Briefly descibe the'types of informatidn/dacumentsfforms found in the series. Include thé purpose or function of thé series.).

inventory of equipment

7. Record Serles Farmat(s) List al B. Record Series Sequence. 8. Volume
D File Drawer(s)

0 Microfitm Reel(s)
m Letter Slze o Mcroftm Aiphabetical

1 Caomputer Tape(s)
O Legal Size 0 Computer Tape Numerical
o Other (specify),
O Audio Tape 0 Fioppy Disk Chronologlcal

0 Bound Bouk O Video Tape, Geographical 10: Annual Accumulation

0 File Drawer(s)

0 Other (specify), Other (specify)

Keyword LOd(UD o Microfiim Reel(s)

0, Computer Tape(s)
Number
O ‘Cther (specify)

1. File is Used 12, Fite Becomes Inactive After

o Dally mWeekly Qa Manthly O Annually 1 o0 Month(s) ® Year(s)

13. Current Location(s) (Bldg., Floor, Room) . 14. Is Record Series Duplicated Elsewfiere? (Ifyes, specify agency or office.)

Department of Emergency Services Office
. o Yes ® No

15, Access Restrictions (If Yes, clte Law(s) 8 Regulation(s) 16.  Audit Reguirements

a Yes m No § None O State’ o Federal O Independent

17 Is an Index System used?.If yes, explain briefly and describe requirements 18.  Recommended Retention

a ves "N ‘ Retain hard copy for one (1) year from the end of
the fiscal year the file was closed then destroy.

18. Name and Title of Preparer 20 Telephone Mumber 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/83)




Instructions —-Type or Print a separate form for

each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES'

RECORDS MANAGEMENT DIVISION
7275 Waterfoo Road, P.O. Box 275

Jessup, Maryland 20794
410-793-1830

AGENCY RECORDS INVENTORY

PAGE _1’3_ OF .j_l_

1. Depariment/Agency

Department of Emergency Services

-2. Diviston

Haz Mat

DEFINITION - RECORD SERIES: A gr‘ouﬁ of related records nomally filed and used as a unit for reference as wsll as retention and disposition purposes.

4, Record Series Title

HazMat 4 inventory (DES 09-058)

5. Earliest Year/Latest Year

o 2010

Inventory of equipment

8. Retord Series Description. (Briefly describe the types of infarmatlon/do cumentsfforms found in the series. tnciude the purpose or functlon of the series.)

7. Record Series Format{s) Listall

m Letter Slze ‘0 Mcreflim
0 Legal Size 0 Computer Tape
0 Audia Tape o Floppy Disk
0 Bound Book

D Video Tape,

O Other (épeclfy)

8. Record Series Sequence

Alphabetical
Numerical

Chmnolaglcal_

8. Volume

D File.Drawer(s)

o Mcrofitm Reel(s)

1 Computer Tape(s)

o -Other (specify)

Geographicat

Other (specify)

Keyword Lookup

Number

10. Annual Accumulation

0 File Drawer(s)

. Microfilm Reel(s)

0, Computer Tape(s)

0 Other (specify)

" File-is Used

o Daily mWeekly. o Manthly a Annually

1

12, File:Becomes Inactive After

a Month(s)

A Yéar(s)

13. Current Locatien(s)  (Bidg., Fioor, Room)

Department of Emergency Services Office

0 Yes

No

14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)

15.  Access Restrictions (If Yes, cite Law(s) 8 Regulation(s)

d Yes - No

18. Audit Requirements

B None

O State

o Federai

o Independent

Q Yes 8 no

7. Is an Index. System used? If yes, explain briefly and describe requirements 18.

Recommended Retention

Retain hard copy for one (1) year from the end of
the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Mumber.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930.

AGENCY RECORDS INVENTORY

PAGE _L OF 1 l

1. Depanment/Agency
Department of Emergency Services

-2. Divislon

Haz Mat

3. Unit

4. Record Serles Title

HazMat 6 inventory (DES 09-059)

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposes.
. 5. Earliest YeariLatest Year

» 2010

Inventory of equipment

6. Record Series Description (Briefly describe the.types. of infomatian/dacumentsfforms found in the series.- inciude the purpose br functian of the series.).

7. Record Series Format(s)  List all B. Record Series Sequence. 8: Volime
0 File Drawer(s)
o Micrafilm Reel(s)
m Letter Size 0 Microfilm 0 Aiphabetical
0 Computer Tape(s)
O Legal Size .0 Computer Tape -0 MNumerical Nurnber
o -Gther (spetify)
0 Audio Tape o Floppy Disk U Chronological
0 Bouhd Baok 0 Videa Tape O Geographical 10: Annuat Accumulation
0 File Drawer(s)
o Other (speclfy), M Other (specify)
. g. Microfim Reel(s
Keyword Lookup ©
0. Computer Tape(s)
\ Number
0 ‘Crher (speclfy)
1. File Is Used 12, File-Becomes Inactive After
0 Dally mWeekly. o Monthly 0 Annually 1 0 Month(s) & Year(s)
Nurrber

13. Currenit Location(s) (Bidg., Floor, Room)

Department of Emergency Services Office

o Yes

14. s Record Series Duplicated: Elsewhere? (Ifyes, specify agency or office.)

No

15. Access Restrictlons (f Yes, cite Law(s) & Regutation(s)

18. Audit Requirements

a Yes W No ® Nore a State 0 Federal O Independent
17 I's an Index_ System used? If yes, expialn briefly and describe requirements 18. Recommended Retention
a ves e Retain hard copy for one (1) year from the end of

the fiscal year the file was closed then destroy.

19. Name and Title df Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephdne Mumber

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions -Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Wateroo Road, P.O. Box 275

Jessup, Maryland 20794
410-79¢-1930

PAGE 3 1 OF 1_)_

1. Department/Agency ]
Department of Emergency Services

2. Divislon

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as ratention and disposition purposes.

4. Record Series Title

Highest Jurisdictional Official Investigation (DES 09-033)

5. Earllest Year/Latest Year

o 2010

6. Record Series Description (Briefly describe the types 8f information/documents/farms found in the series. include the purpase or function.of the series.)-

Used to document-investigation - notes during the quality assurance process

7. Record'Series Formay(s) List all 8. Record Serles Sequence 8. Volume
O File Drawer(s)
o' Microfiim Reel(s)
W Letter Size o'Micrafilm O Alphabeticat
0 Computer Tape(s)
o Legal Size 0 Computer Tape .0 Numetcal’ Numbéf
. D Otner:{specify),
0 Audio Tape O Floppy Disk O Chronological
O Bound Book O Video Tape O Geographical 10. Annual Accumutation
O File Drawer(s)
0 Other (specify) @ Other (specify)
. O Microfiim Reel(s)
Keyword Lookup ©
o Computer Tape(s)
MNumber
a Other (specify)
11, File is Used 12. Flle Becomes Inactive After
.| Daily o Weekly O Monthly o Annually 3 D Month(s) m Year(s)
Nurmber

(Bidg.. Floor, Room)
Department of Emergency Services'Office

13. Current Location(s)

o Yes 8 No

14, Is'Record Serles Duplicated Elsewhére? (fyes, specify agency or office.)

18. Access'Restrictions (if Yes, clte Law(s) & Regulation(s)

-16;  Audit Requirements

o-Yes m No @ None o State 0 :Federal 0 Independent
17, IsanIndex System used? If ¥es', explain brie’ﬂy and describe requirements 18, Recommended Retention
o vee 3 o Retain hard copy for three (3) years from the end

of the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention.Director

20. Telephone Number

-410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830.

AGENCY RECORDS INVENTORY

PAGE 32-0F a/

1. Depanment/Agency

Department of Emergency Services

-2. Division

Haz Mat

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filad and used as a unit for refersnce as well as retention and disposition purposes.

4. Recard Serfes Title

incident Reporting Form (DES 09-053)

5, Eatllest YearfLatest vear

. 2010

6. Record Series Description (Brizfly describe the.types of information/dd cumentsfforms found in the series. (nciude the purpose ar function of the series.).

Documents any hazardous materials incidents the Haz Mat Team responds on

7. Record Series Format(s) List all 8. Record Serles Sequence. 9. Volume
D Flle.Drawer(s),
o Mirofiim Reel(s)
= Letter Size 0 Mcrofim o Alphabetical
O Computer Tape(s)
O Legal Size 0 Computer Tape 0 Numerical Number
0 Qther (specify)
o Audio Tape O Floppy Disk O Chronalogical
o Bound Book 0 Video Tape. O Gengraphical 10: Annual Accumulation
' O File Drawer(s)
O Other (specify), W Other (specify)
o Miciofiim Reel(s)
Keyword Lookup. ¢
a_ Computer Tape(s)
Number
O ‘Cther (speclfy)
11 File is Used 12, File Becames Inactive After
o Dally | Weekly o Monthly, 0 Annually 3 0 Month(s)  Year(s)
Number

13. Cufrent Location(s)  (Bldg., Floor, Room)

Department of Emergency Services Qffice

0 Yes .}

No

14, Is Record Series Duplicated Elsewhere? (Ifyes, specify a_gi:nw or office.)

15, Access Restrictions (If Yes, cite Law(s) 8 Regulation(s)

o Yes

8. Audit Requirements

| No 8 None O State O Federal 0 Independent
17. Is an Index. System used? If yes, explain briefly and describe requirements. 18. Recommended Retention
o ves o Retain hard copy for three (3) years from the end

of the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

' 20° Telephone Mumber,

410-996-5205

21 Date

9/10/2010Q

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schadule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watsrloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE 3 Eb OF z ‘

Jessup, Maryland 20794
410-788-1930

1. Department/Agency
Department of Emergency Services

-2. Divislon 3. Unit
Emergency Medical Services

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for referance as well as retention and disposition purposes.

4. Recard Seres Title

Incident Witnesses (DES 09-029)

5. Earllest YeariLatest Year

» 2010

B. Retord Serles Description (Briefly describe the types of information/documeénts/forms found in the series. inciude the purpose or function of the series.)

Used to document witness information during quality assiirance inquiries

7. Recnrd Series Format(s) List al A. Record Serfes Sequence 9. Volume
0 File Drawer(s)
o Mcrofim Reel(s)
m Letter Size 0 Mcrofilm O Alphabetical
N Computer Tape(s)
o Legal Size 1 Computer Tape 0 Numerical Mumber
0 Other (specify)
0 Audio Tape O Floppy Disk g Chronologlcal
0 Bouid Book 0 Video Tape O Geographical 10. Annual Accumutation
0O File Drawer(s)
0 Other (specify). W Cther {specify)
0 Microfilm Reel(s)
Keyword Lookup ®
o Computer Tape(s)
Number
o Cther (speclfy)
1. File is Used 12, File Becomes Inactive After
| Dally O Weekly. o Monthly Q Annuaily 3 o Month(z) a Year(s)

Nurmber

13. Current Location(s)  (Bidg., Floor, Roam)

Department of Emergency Services Office

14, Is Record Series Duplicated Elsewhere? (fyes, specify agency or office.}

a  Yes 8 No

15.  Access Restrictons (if Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
a Yes | Mo B Mone o State 0 Federal a Independent
17. s an Index System used? f yes, explain briefly and describe requirements 18.  Recommended Retention
o ves » o Retain hard copy for three (3) years from the end

of the fiscal year the file was closed then destroy.

18. Name and Title of Preparer 20. Telephone Mumber.

410-996-5205

21. Date

Scott Mesneak
IT & Records Retention Director

9/10/2010

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterdoo Road, P.O. Box 275

Jessup, Marytand 20794
410-798-1930

AGENCY RECORDS INVENTORY

PAGE 3_‘1 OF 1 j

1. DepanmenvAgency

Department of Emergency Services

-2. Divislon
Emergency Medicai Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Information Collected (DES 09-030)

t

5. Eadliest Yeariatest Year

, 2010

8. Petord Series Description (Briefly describe the.types of information/dacumentsfforms found in the seties. include the purpase or function of the seres.)

Uséd to document information collected during quality assiirance inquires

7. Record Seres Format(s)  List all 8. Record Series Sequence . 8. Valume
O File Drawer(s),
O Mcrofim Reel(s)
m Letter Slze 0 Mcrofilm o Alphabetical
3 Camputer Tape(s)
O Legal Size 0 Computer Tape O  Numerical Number
a OCther (specify)
O Audio Tape 0 Floppy Disk o Chronological
0 Bound Bogk o Videa Tape O Gedgraphical 10: Annuat Accumutation
o File Drawer(s)
0 Other (specify), W Other (specify)
o Microfifm Reel(s)
Keyword Lookup. )
0. Computer Tape(s)
Number
o ‘Other (specify)
1. Fileis Used 12, File Becomes Inactive After
m Dally O Weekly o Monthly, 0 Annually 3 0 Month(s) A Yéar(s)
) Nurmber

13. Current Lucation(_s) (Bidg., Floor, Room)

Department of Emergency Services Office

o Yes ® No

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

15, Access Restrictions (if Yes, cite Law(s) & Regulation(s)

18. Audit Requirements

a Yes m No ® None a State 0 Federal 0 Independent
17. Isan Ind’ex' System used?.If yes,.explain briefly and describe requirements 18, Recommended Retentlon
o ves o Retain hard copy for three (3) years from the end

of the fiscal year the file was closed then destroy.

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20 Telephone Mumber

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES' AGENCY RECORDS INVENTORY
aach new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Watsrloo Road, P.O. Box 275 PAGE 3£ ]

Jessup, Maryland 20794
410-793-1930

1. Deparment/Agency -2. Divislon
Department of Emergency Services

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for referance as well as retention and disposition purposes.
4. Recard Serles Title

Information Request Form (DES 09-008)

5, Eatliest Year/Latest Year

_ 2010

t

6. Record Series Description (Briefly describe the.types. of information/documéntsfforms found in the series. Include thé purpose or function of the sedes:)

Used when police, fire/Emergency Medical Services, legal teams, etc., request copies of patient information, 911 & radio recordings.

7. Record Serles Format(s) List all 8. Record Series Sequence 9. Volume

0 File Drawer(s).
0 Microfim Reel(s)
m Letter Slze ‘0 Microfilm Alphabetical

a Camputer Tape(s)
OlLegal Size 0 Computer Tape Numerical

o Other (specify)
0 Audio Tape 0 Floppy. Disk Chronclagicat

0 Bound Book 0 Video Tape. Geographical 10: Annual Accumulation

) ) O File Drawer(s)
D Other (specify) . Other (specify)

Keyword Lo up o Microfitm Reel(s)
Q. Computer Tape(s)
Number
- 0 Cther (specify)

1. FlelsUsed 12, File-Becomes Inactive After

& Dally 0 Weekly. O Monthly O Annually 5 0 Maonth(s) M Year(s)

13. Current Localion(_s) (Bidg.. Fioor, Room)

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Department of Emergency Services Office

o Yes B No

18.  Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 16.  Audit Requirements

a Yes B No ® None o State o Federal 0 Independent

17. (s an Index System used® If yes, explain briefly and describe requirements 18. Recommended Retention

o ves o N Retain hard copy for five (5) years from the end of
the fiscal year the file was closed then destroy.

19. Name and Title of Preparer 20 Telephone Number. 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS §50-4 (Rev. 1/83)




each new or revised record series. Forward

Instructions ~Type or Print a separate form fof DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

Department of Emergency Services

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE 3‘ o 11l
Jessup, Maryland 20794
410-799-1930
1. DepantmenVAgency -2. Divislon 3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Serles Title

Interview Form (DES 09-007)

5. Earliest Yeart atest Year

w 2010

6. Pecord Series Description (Briefly describe the types of Informatidn/dacumentsfforms found in the seties. Inciude thé purpose or function of the series.).

Used during the interview process to.grade applicants.

7. Recnrd Series Format(s)  List alt

® Letter Size "0 Mcrofim

O Legoal Size 2 Camputer Tage
0 Audio Tape 0 Floppy Disk

O Bound Bogk O Video Tape

0 Other (épeclfy)

Keyword Lookup.

B. Record Series Sequence 8. Valume

D File Drawer(s)

o Microfim Reel(s)

0 Camputer Tape(s)

Number
0 Other {specify)

10: Annual Accurnutation
o File Drawer(s)

g Microfilm Reel(s)

0. Computer Tape(s):

Number
a Orher (specify)

1. File s Used

o Daily 0 Weekly. @ Manthly. a Annually

12, File-Becomes Inactive After

1
Nurrber

0 Month(s) | Year(s)

13. Current Location(s) (Bldg., Floor, Room)

Department of Emergency Services Office

14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)

o Yes 8 No

15, Access Restrictions (If Yes, cita Law(s) & Regutation(s)

o Yes ® No

18 Audit Requirerments

® None o State 0 Federal O Independent

1. I's an index System used?.If yes,.explain briefly and describe requirements

o Yes W No

18.  Recommended Retention

Retain hard copy for one (1) year from the end of
the fiscal year the file was closed then destroy.

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Mumber, . 21. Date

410-996-5205 9/10/2010

DGS 550-4 (Rev. 1/33)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watesrloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1930

AGENCY RECORDS INVENTORY

PAGE 3 2 OF . -11

1. Deparnment/Agency

Department of Emergency Services

2, Divislon
Haz Mat

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposas.

4. Recard Serles Title

Inventory Price List (DES 09-054)

5. Earliest Year/Latest Year

. 2010

t

6. Pecord Series Description (Briefly describe the types of Informatin/documentsfforims found in the series. Include the purpase or function of the series.)

Documents the price of hazardous material equipment for billing purposes

7. Record Serles Format(s)  List all

B. Recard Saries Sequence 9. valume
O Fite Drawer(s)
O Mcrofim Reek(s)
W Letter Slze 0 Microfilm Q  Aiphabetical
a Conputer Tape(s)
O Legal Size 4 Computer Tape 0 Numerical Number
o Cther (specify)
O Audio Tape a Floppy Disk O Chronologicat
0 Boundl Book O Video Tape, O Geographical 10. Annual Accumulation
D File Drawer(s)
D Other (specify), m Other (specify)
o Microfiim Reel(s
Keyword Lookup ©
a_ Computer Tape(s)
Number
a Cther (specify)
11 File is Used 12, File Becomes Inactive After
o Daly |Weekly. O Manthly @ Annuaily 1 O Month(s) m Year(s)
Nurmber

13, Current Location(s)  (Bldg.. Floor, Room)

Department of Emergency Services Office

0" Yes L]

No

14. Is Record Serles Duplicated Elsewhere? (fyes, specify agency or office.)

15, Access Restrictions (f Yes, cite Law(s) & Regulation(s)

O Yes

18. Audit Requirements

o No ® None O State O Federal’ 0 Independent
17. I's an Index System used? If yes, expialn briefly and describe requirements 18. Recommended Retention
o ves . Retain hard copy for one (1) year from the end of

the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Number.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1183)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watsrioo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE. _Bi OF _j_,_

1. Depaniment/Agency
Department of Emergehcy Services

-2, Division

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records nommally filad and used as a unit for reference as well as retantion and disposition purposes.

4. Record Serles Title

Investigation Disposition (DES 09-036)

5. Earliest Yeariatest Year

o 2010

8. Petord Series Description (Briefly describe the'types of infarmation/dacumentsfforms found in the series. Inciude the purpose ar function of the series.)

Uséd to document the Highest Jurisdictional Officer's (HJO) investigation outcome during the quality assurance process

7. Record Serles Format(s)  List all 8. Record Series Sequence 8. volume
D File Drawer(s),
O Mcrofim Reel(s)
® Letter Size 0 Microfim 0 Alphabetical
0 Computer Tape(s)
o Legal Size 0 Computer Tape 0 Numerical Number
0 Other (specify),
o Audio Tape O Floppy Disk O Chronological
0 Bound Book 0 Video Tape, O Geographical 10. Annual Accurnulation
a File Drawer(s)
0 Other (specify) W Other (specify)
. o Microfim Reel(s
Keyword Lookup ©
Q. Computer Tape(s)
Number
O ‘Other (speclfy)
11 File Is Used 12, File.Becomes Inactive After
m Daily D Weekly O Monthly O Annually 3 o Month(s) | Year(s)
Number

13. Current Location(s) (Bldg., Floor, Room}

Department of Emergency Services Office

14, Is Record Series Duplicated Elsewhere? (fyes, specify agency or office.)

o Yes B Nn
15, Access Restrictlons (i Yes, cite Law(s) 8 Regulation(s) 16. Audit Requirements
o Yes m No B None O State D Federal O Independent
17, I's an Index System used? If ves, explain briefly and describe requirements 18. Recommended Retention
o ves - Retain hard copy for three (3) years from the end

of the fiscal year the file was closed then destroy.

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20 Tetephone Number.

410-996-5205

21. Date

9/10/2010

DGS §50-4 (Rev. 1/83)




Instructions -Type or Print a separate form fof
sach new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-788-1830

AGENCY RECORDS INVENTORY

PAGE 3 i OF 1‘

1, Depanment/Agency
Départment of Emergency Services

2. Division

Technical Support

3. Uni

it

for reference as well as retention and disposition purposes.

4. Record Series Title :

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit

5. Earllest Year/Latest Year

Invoice: Technical Support (DES 09-018)

o 2010

6. Recard Series Description (Elriéﬂy describe thetypes. of information/dacumentsfforms fund in the series. [nclude the purpose or function of the serfes.)

Documentation of resources used when making equipment repairs for our allied agencies.

7. Record Series Format(s) List all . Record Series Sequence. 9. Volume
D File Drawer(s).
O Mcrafim Reei(s)
w Letter Size *0 Mcrofilm 0 Alphabetical
_ 0 Carmputer Tape(s)
o Legal Size O Computer Tape 0 Numerical MNumber
a Gther (specify)
o Audio Tape 0 Floppy. Disk ' 0 Ghronological
o Bound Book o Vided Tapé, .0 Geographitat 10: Annual Accumutation
. D File Drawer(s)
O Other (specify), B Other (specify)
R . a. Microfim Reel(s]
Keyword Lookup, ©
a. Computer Tapa(s):
Number
0 ‘Cther (specify)
1. File Is Used 12, File-Becomes Inactive After
& Daily 0 Weekly. O Manthly, uAnnuaIW 3 o Month(s) A Year(s)
Nurmber

13. Current Localiun(_s) (_Bldg.‘ Floor, Room)

Department of Emergency Services Office

14, Is Record Series Duplicated: Elsewhere?

0o Yes B No

(ifyes, specify agency or office.)

o Yes B No

15, Access:Restrictions (If Yes, clte Law(s) 8 Regufation(s) 16. Audit Requirements
o Yes - No B Noane O State a Federal 0 Independent
17. Is an'Index. System used?.If yes, explain briefly and describe requiremnents 18. Recommended Retention

Retain hard copy for three (3) years from the end
of the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Tetephone Mumber.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev, 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1930

AGENCY RECORDS INVENTORY

PAGE '1_0 oF _1‘_

1. DepartmentAgency

Department of Emergency Services

-2. Divislon

Technical Support

3. Unit

DEFINITION - RECORD SERIES: A group of refated records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Loaned Equipment Inventory - Technical Support (DES 09-019)

5, Earllest YearfLatest Year

. 2010
-  t__

8. Record Series Description (Briefly describe the'types of information/documentsfforims found in the series. Include the purpose or function of the series.)

Documentation of equipment loaned out to our allied agencies.

7. Record Serles Farmat(s)  List all 8. Recard Series Sequgnte 9: Volume
0 File Drawer(s)
a  Microfilm Reel(s)
m Letter Size 1 Mcrofilm o Alphabetical
0 Camputer Tape(s)
o Legal Size o Computer Tape 0 Numerical Mumber
0 -Other (specify).
o Audio Tape OFloppy Disk O Chronological
0 Bouhd Bogk 0 Videa Tape. o Geographical 10. Annual Accumulation
0 File Drawer(s)
1 Other (speclfy) W Other (specify)
a Microfiin Reel(s)
Keyword Lookup ©
a, Computer Tape(s)
Number
O "Other (specify)
1. Fileis Used 12, File-Becomes Inactive After
| Dally o Weekly, o Monthly 0 Annually 1 o Month(s) B Yéars)
. Nurrber

13, Current Location(s)  (Bldg., Floor, Roorn)

Department of Emergency Services Office

D Yes ]

14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)

No

15, Access Restrictions (If Yes, cite Law(s) & Regulation(s)

o Yes

16. Audit Requirements

@ No B None a State O Federal 0 Independent
17. s an Index System used? If yes,.explain briefly and describe retuvlirernen'ts 18.  Recommended Retention
a ves .o Retain hard copy for one (1) year from the end of

the fiscal year the file was closed then destroy.

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephane:Mumber.

410-996-5205

21. Date

9/10/2010

DGS 850-4 (Rev. 1/83)




each new or revised record series. Forward
with Records Retention Schadule (DGS 550-1)

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 Waterloo Road, P.O. Box 275 PAGE g' o :[ l

Jessup, Maryland 20794
410-799-1930

1. Department/Agency -2. Diviston

Department of Emergency Services Emergency Medical Services

3. Unlt

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Medical Review Committee Meeting (DES 09-032)

5. Eatliest YeariLatest Year

5 2010

6. Record Series Description (Briefly describe the'types of Information/docurmentsfforims found in the series. Inchide the purpose or function of the series.).

Used to document meeting minutes during the quality assurance process.

7. Recnrd Seres Format(s)  List all

» Letter Slze 0 Mcrofim

O Legal Size 0 Camputer Tage
O Audio Tape 0 Floppy Disk

a Bound Bogk 3 Video Tape,

0 Other (specify)

8. Record Series Sequence 9. volume
O File Drawer(s)

- Mcrofim Reel(s)
o Alphabetical
0 Computer Tape(s)

O Numerical, Number
a Other (specify),
o Chronologlcal'

O Gedgraphical 10: Annual Accurnulation

0 File Drawer(s)
B Other (specify)
g Miciofirn Reel(s)

Keyword Lookup.

a Computer Tape(s):

Nurnber
O Other (specify)

1. Flle is Used

| Daly O Weekly. O Monthly, 0 Annually

12, File Becomes Inactive After

3
Nurrber

O Month(s) m Year(s)

13. Current Location(s)  (Bldg., Floor, Room)

Department of Emergency Services Office

14, Is Record Series Duplicated Elsewtiere? (If yes, speclfy agency or office:)

0 Yes ® No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

o Yes M No

18.  Audit Requirements

§ None o State O Federal O Independent

17, Is an Index System used?.If yes, expizin briefly and describe requirements

Q Yes B No

18. Recommended Retention

Retain hard copy for three (3) years from the end
of the fiscal year the file was closed then destroy.

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Number. 21. Date

410-996-5205 9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions -Typé or Print a separate form for
each new or revised record series. Forward
with Records Retention Schadule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES'
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE \-‘2-' GF ')

1. DepartmentAgency
Department of Emergency Services

-2. Divislon
Emergency -Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

MIEMSS 5 & 35 Day Report

5. Earllest YearfLatest Year .

w2010

before the Medical Review Board.

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the-sefies. Include the purpose or function of the series.).

Uséd to report to Maryland Insﬁtqte for Emergency Medical Services Systems (MIEMSS) all quality assurance issues that are heard

7. Record Series Format(s) List all

. Record Series Sequence. 9. Volume
O Fite.Drawer(s):
a Microfim Reei(s)
w Letter Size ‘0 Merofilm o Alphabetical
0 Computer Tape(s)
O Legal Size .0 Computer Tape 0 Numerical Number
o Other (specify)
0 Audio Tape QFloppy Disk O Chronological
0 Bound Book D Videa Tape O Geographical 10: Annual Accumulatian
a File Drawer(s)
0 Other (specify). B Other (specify)
. a Microfiirm Reel(s)
Keyword Lookup ©
0. Computer Tape(s)
Number
0 Cther (specify)
1. Fileis Used 12, File-Becomes Inactive After.
w Daily O Weekly O Manthly, a Annually 3 o- Month(s) m Year(s)
Nur_mer

13. Current Location(s) (Bldg., Floor, Room)

Department of Emergency Services Office

14, Is Record Series Duplicated: Elsewhere? (Ifyes, specify agency of office:}

o Yes B No
18, Access Restrictions (If Yes, cite Law(s) 8 Regutation(s) 18. Audit Requirements
0 Yes m No #® None D State 0 Federal O. Independent
17..  Is an Index System used?.If yes,.explain briefly and describe requirements 18. .Recommended Retention
o ves m N Retain hard copy for three (3) years from the end

of the fiscal year the file was closed then destroy.

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20: Telephone Mumber

410-996-5205

21. Date

9/10/2010

DGS 560-4 (Rev. 1/33)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Wateroo Road, P.O. Bax 275

Jessup, Maryland 20794
410-798-1830

AGENCY RECORDS INVENTORY

PAGE I i OCF J)_

1. Department/Agency
Department of Emergency Services

2. Division

Emergency Medical Services

3. unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Serles Title

Agreement

Maryland institute for Emergency Medical Services Systems Confidentially

5. Earliest Year/Latest Year

L 2010

B. Record Serles Description (Briefly describe the types of Information/documentsforms found in the series, includethe purpose or function.of the serles.)
Signed by personnel that sit on the Medical Review Board.

7. R_emru‘Series Format(s) List ail 8. R_e:n_m Seﬂes Sequence 9. Volurme
O File Drawer(s)
O Microfilm Reei(s)
W Letter Size o'Mcrofim 0 Alphabetical
O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number
o Other (specify)
O Audio Tape 0 Floppy Disk o Chm_nnlugic;l'
O Bound Book O Video Tape O Geographical 10. Annual Accumulation
O File Drawer(s)
O Other (spedfy) @ Other (specify)
O Microfith Reel(s)
Keyword Lookup ©
a Computer Tape(s)
Number
O Other (specify)
", File is Used 12: Flle Becomes Inactive After
o Daily O Weekly W Monthly 0 Annually 1 D Month(s) m Year(s).
Number

(Bldg., Fioar, Room)
Department of Emergency Services Office

13. Current Locatlon(s)

o Yes L]

No

14, s'Record Serles Duplicated Eisewhere?. (f yes, specify-agency or office.)

15. Access Restrictions {If Yes, cite Law(s) & Reguiation(s)

48, Audit Requirements

O Yes " m'No ® None o State 4 .Federal O Independent
REA Is an.Index System used? If yes, explain briefly and desmb:e requirements 18.  -Recommended Retention
o ves B o Retain hard copy for one (1) year from the end of

the fiscal year the file was closed then destroy.

18. Name-and Title of Préparer

Scott Mesneak
IT & Records Retention Director

20. Telephone’Number

-410-996-5205

21, Date

9/10/2010

DGS 550-4 (Rev. *1/83)




Instructions -Type or Print a separate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE J_ OF _J_]_

Jessup, Maryland 20794
410-799-1930

1. Department/Agency
Department of Emergency Services

2. Division

Emergency Medical Services

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Serles Title §. Earliest Year/Latest Year

Medical Review Committee Disposition Outcome (DES 09-035) 2010
to

6. Record Series Description (Briefly describe the types of Information/documentsffarms found in the series. “Inclide the purpose or function.of the series.)

Used to document the Medical Review Committee's .outcome during the quality assurance process.

7. Record'Series Format(s) Listall 8. Record Series Sequence 9. Volume

O File Drawer(s)

O Microfim Reel(s)

m Letter Size o'Microfim Alphabetical

a Computer Tape(s)

O Legal Size D Computer Tape Numerical’

0 Other (specify)

0O Audio Tape 0 Floppy Disk Chronological

0 Bound Book O Videa Tape Geographical 10. Annua! Accumulation

O Flle Drawer(s)

0 Qwer (speclfy) Other (specify)

Microfiim Reel
Keyword Lookup . B Mrofim Reel(s)
0 Computer Tape(s)
Number
o Cther (specify)

11 Flle Is Used 12:  Flle Becomes Inactive After

B Daily O Weekly O Monthly 0 Annually 3 O Month(s) A Year(s)

(Bldg., Floor, Raom)
Department of Emergency Services Office

13. Current Location(s) 14. Is Record Series Duplicated Elsewhere?. (if yes, speclfy agency or ufﬁce‘_)

o Yes B No

15.  Access Restrictions.(f Yes, cite Law(s) & Reguiation(s) -18:

‘Audit Requirements

O'Yes B No B :None O State’ O Federal o Independent

REA Is an.Index Systém used? If yes, explain briefly and describe requirements 18.  Recommended Retention

Retain hard copy for three (3) years from the end
of the fiscal year the file was closed then destroy.

o Yes 8 No

18. Name and Title of Preparer 20. Telephone Number 21. Date

Scott Mesneak -410-996-5205 9/10/2010

IT & Records Retention Director

DGES 550-4-(Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275

Jessup, Maryland 20794
410-793-1630

AGENCY RECORDS INVENTORY

PAGE \1( OF 1‘

1. Department/Agency

Department of Emergency Sarvices

-2, Division

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of relafad records normally filed and Used as a unit for reference as well as retention and disposition purposss.

4. Record Series Title

Notifications (DES 09-031)

5, Earliest YeariLatest Year

w2010

6. Retord Series Description (Briefly describe the.types of Information/documentsfforms found in the series. include the purpose or functian of the series.)

Used to document personnel that were notified of quality assurance issues during the quality assurance process.

7. Record Serles Farmat(s)  List all 8. Record Series Sequence. 9. Volume
D File.Drawer(s)
o Microfitm Reeks)
m Letter Size 0 Mcrofilm O Alphabetical
1 Camputer Tape(s)
Olegal Size .0 Computer Tape 0 Numerical Number
O Other (speclfy)
0 Audlo Tape o Floppy Disk 0 Chranalogical
0 Bound Boak 0 Videa Tape, ' D Geographital 10. Ammnual Accumulatien
0 File Drawer(s)
Other (specify), W Other (specify)
Q- Microfilm Reel(s)
Keyword Lookup e
a  Computer Tape(s)
Number
O ‘Other (specify)
1. File is Used , 12, File-Becomes Inactive After
| Daly O Weekly a Monthly O Annually 3 0 Month(s) B Year(s)
Nurmber

13. Current Location(s)  (Bldg.. Floor, Ronm)

Department of Emergency Services Office

o Yes L]

14. |s Record Series Duplicated Eisewhere? (If yes, specify agency or office:)

No

15, Access Restrictions (If Yes, cite Law(s) 8 Regulation(s)

O Yes

16. Audit Requirements

m.No B None o State a Federal O Independent
17, Is an Index System used?.If yes,.explain briefly and describe requirements a8 Recommended Retention
o ves o Retain hard copy for three (3) years from the end

of the fiscal year the file was closed then destroy.

19. Name and Titte of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Mumber

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/93)




Instructions -Type-or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 Waterdoo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1930

AGENCY RECORDS INVENTORY

PAGE “b OF l}

1. Department/Agency

Department of Emergency Services

-2. Diviston

DEFINITION - RECORD SERIES: A group of re|at6d records normally filed and Used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Pager Repair Form - Technical Support

5. Eadlest Year/Latest Year

. 2010

t

Documents needed pager répairs from oiir all

ied agencies.

6. Peecord Serles Description (Briefy describe the types of information/dotiimentsfforms tound in the series. Intlude the purpose or functlon of the series.)

7. Record Serles Format(s)  List alt
@ Letter Size '0 Mcerofilm
o Legal Size a Computer Tape
g Audio Tape a i-'luppy Disk
0 Boufid Book

O Videoa Tape

0 Cther (specify),

8. Record Series Sequence. 9. Valume
Alphabetical
Numerical

Chronological

0O File.Drawer(s),
O Microfim Reel(s)
r Camputer Tape(s)

o Other (specify),

Geographical
Other (specify)

Keyword Lookup-

10: Annual Accumulation

o File Drawer(s)
o Mictofilm Reel(s)
a, Computer Tape(s)

o ‘Other (specify}

11, Fileis Used

m Dally 0 Weekly. D Monthly.

0 Annua ir'y

12, Fite-Becomes Inactive After

Permanent

Nurrber

O Month(s)

0. Yéan(s)

13. Current Lucallo‘n(_s) (Bldg., Floor, Room)

Department of Emergency Services Office

O Yes ]

14. Is Revord Series Duplicated Eisewhere? (Ifyes, specify agency or office:)

No

16, Access Restrictions (If Yes, cite Law(s) 8 Regutation(s)

o Yes . No

1B. Audit Requlrements

B None 0 State

0 Federal © Independent

17

o Yes » N

I's an Index System used? If yes, explain briefly and describe requirements

18.  Recommended Retention

Retain hard copy permanently and transfer
annually to Archives for permanent preservation.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Mumber.

410-996-5205

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O‘. Box 275 PAGE q7 o ~”
Jessup, Maryland 20794
410-793-1830
1. DepartmentAgency -2. Division 3. Unit
Department of Emergency Services Emergency Medical Services

DEFINITION - RECORD SERIES: A group of related recards normnally filed and used as a unit for reference as well as retention and disposition purposes.

4, Record Serles Title 5. Earliest YearfLatest Year

Paperwork Request Form (DES 09-040) 2010
—_—to "

6. Record Sertes Description (Briefly describe the types of information/dacuments/forms found in the series. Intlude the purpose ér function of thé series.)

Used by personnel to request copies of needed documents,

7. Record Serles Format(s) Listall . 8. Record Serles Sequence. 9.Volume
O File Drawer(s),
0 Mcrofilm Reel(s)
m Letter Size ‘aMeroflm : o Alphagetical
) 0 Computer Tape(s)
O Legal Size 0 Computer Tape ' O Numerical Number
. 0 -Cther (specify)
O Audio Tape a Floppy Disk . 0 Chronological
0 Bound Book 0 Video Tape, O Geographical 10; Annual Accumutatiors
o File Drawer(s)
OOther(specify) @ Other (specify) 7
. . g Miciofilm Reel(s
Keyword Lookup ©
a Computer Tape(s)
Number
O ‘Other (specify)
" File ts Used . 12 Fite-Becomes Inactive After
®» Daily O Weekly. 0 Monthly 0 Annually 0 & Month(s) 0. Year(s)
Number
13. Current Locailun(s) (Blag., Floor, Room) ' 14, is Record Series Duplicated Elsewhere? (Ifyes, speclfy agency or office.)
o Yes B No
15, Access Restrictions (if Yes, cite Law(s) & Regutation(s) 18.  Audit Requirements
o Yes B No B None 0 State 0 Federal O Independent
17, |s an Index System used?.If yes, explain briefly and describe requirements 18.  Recommended Retentlon
"o ves 5 o Retain hard copy until no longer needed for
current business, then destroy.

9. Name and Title of Preparer 20. Telephane Mumber. 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 650-4 (Rev. 1/83)




each new or revised record series. Forward

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY,
RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Watsrloo Road, P.O. Box 275 PAGE \qg o 1!
Jessup, Maryland 20794
410-799-1830
1. Department/Agency 2. Division 3. Unit
Department of Emergency Services Teaching and Education

DEFINITION - RECORD SERIES: A group of relatéd records nomally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Program Evaluation (DES 09-049)

5. Easliest Yearf atest Year

w2010

6. Pecord Series Description (Briefiy describe the types of infarmatidn/documentsiforms found in the series. inciude the purpose ar function of the series.)

Evaluation for any American Heart Association (AHA) classes

7. Record Serles Format(s)  List alt

B Letter Size a Merofim

O Legal Size 1 Camputer Tape
O Audio Tape DO Floppy.Disk

0 Bound Book D Video Tape

o Other (specify),

B. Recard Sertes Sequence. 8 Valume
0 File Drawer(s)

G Mcrofim Reel(s)
@ Alphabetical

0 Computer Tape(s)

0 Numerical Number
O Gther (specify)
o Chronglogical

.0 Geographlea 10: Annual Accurnutation

) O File Drawer(s)
W Other (specify}
O Microfitm Reel(s)

Keyword Lockup:

0. Computer Tape(s)

Number
o ‘Other (speclfy)

n. File is Used

a Daily. 0 Weekly. | Manthly, 0 Annually

12, File.Becomes Inactive After

3

Nurmrber

o Month(s) M Yean(s)

13. Current Location(s) (Bldg., Fioor, Room)

Department of Emergency Services Office

14. Is Record Series Duplicated Elsewhere? (fyes, specify agency or office.)

o Yes B No

15, Access Restrictions (f Yes, cite Law(s) & Regulation(s)

O Yes m No

1B Audit Requirements

B None o State O Federal 0 Independent

17. s an Index System used?.if yes,.explain briefly and describe requirements

o Yes ] Nu

18.  Recommended Retention

Retain hard copy for three (3) years from the end
of the fiscal year the file was closed then destroy.

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Tetephone Mumber. 21. Date

410-996-5205 9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for
aach new or revised record series. Forward
with Records Retention Schadule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE l I OF 7)

1. Depanment/Agency

Department of Emergency Services

-2. Division

Emergency Medical Services

3 Untt

DEFINITION - RECORD SERIES: A group of Telated records nomally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Serles Title

QA Complaint information (DES 09-028)

5. Eatliest YeariL atest Year

, 2010

8. Pecord Series Description (Briefly describ2 the types of information/docummentsforims found in the series. Include the purpose or function of the series.)

Used to document complaint and patient information during quality assurance inquires

7. Record Series Format(s)  List all 8. Record Series Sequence. 8. Valume
D File.Drawer(s),
0 Micrafim Reel(s)
® Leter Size 12 Mcrofilm O Alphabetical
a Camputer Tape(s)
OlegaiSize o Computer Tape g Numerical Number
a  Other (specify)
O Audio Tape 0 Floppy Disk [s] Chronolagical
0 Boufd Book D Video Tape O Geographical 10. Annual Accumulation
0 File Drawer(s)
0 Other (specify), B Other (specify)
a Microfilm Reel(s]
Keyword Lookup ©
0, Computer Tape(s)
Number
o Cther (speclfy)
1. Flie Is Used 12. File Becomes inactive After
m Daliy O Weekly. 0 Monthly 0 Annually 3 o Month(s) A Year(s)
! Nurmber

13. Current Location(s)  (Bidg., Floor, Roam) .

Department of Emergency Services Office

14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)

o Yes o No

0o ‘Yes B No
15, Access Restrictlons (If Yes, cite Law(s) 8 Regulation(s) ' 16. Audit Requirements
a Yes | No B None 0O State Qa Federal O Independent
17, Is an Index System used? If yes, expiain briefly and describe requirements 18. Recommended Retention

Retain hard copy for three (3) years from the end
of the fiscal year the file was closed then destroy.

19. Name and Title of Preparar

Scott Mesneak
IT & Records Retention Director

20. Telephone Number.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watserloo Road, P.O. Box 275
Jessup, Maryland 20794

410-79-1930

AGENCY RECORDS INVENTORY

PAGE _ﬂ OF __I_L

1. Depanment/Agency

Department of Emergency Services

-2. Divislon

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related recards nomnally filed and used as a unit for reference as well as retention and disposition purposes.

4, Record Serjes Title

QA Remediation Plan (DES 09-034)

5. Earllest YearfLatest Year

2010

6. Petord Series Description (Briefly describa the types of Informatidn/tacumentsfforms found in the series. Include theé purpose or function of the seres.)

Used to document the remediation plan for personnel involved in the quality assurance process

7. Record Serles Format(s)  List all B. Record Sertes Sequence 9. Volume
0 File Drawer(s)
o Mcrafilm Reel(s)
® Letter Slze a Microflm O Alphabetical
0 Computer Tape(s)
o Legal Size aCamputer Tape O Numerical Number
0 -Qther (specify)
O Audio Tape OFloppy Disk o Chranalogicat
0 Bound Book 0 Video Tape ! O Geographical 10. Annual Accumulation
, 0 File Drawer(s)
0 Other (specify), ! @ Other (specify)
. o Microfifm Reel(s)
: Keyword Lookup
o Computer Tapa(s)
Number
O “Crher (specify)
1. File Is Used 12, File-Becomes Inactive After
8 Daily 0 Weekly 0 Monthly o Anntally 3 0" Month(s) | Year(s)
Number

13. Current Location(s)  (Bldg., Floor, Roorm)

Department of Emergency Services Office :

14, Is Record Series Duplicated Elsewhere? (if yes, speclfy agency or office.)

o Yes B No

15, Access Restrictians (If Yes, cite Law(s) 8 Regulation(s)

o Yes & No

16, Audit Requirements

8 None Q State O Federal 0 Independent

o Yes § No

17. Is an ndex System used?.If yes,.explain briefty and describe requirements

18.  Recormmended Retention

Retain hard copy for three (3) years from the end
of the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak ;
IT & Records Retention Director:

20; Telephone Mumber. 21. Date

410-996-5205 9/10/2010

DGS 850-4 (Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watsrloo Road, P.O. Box 275

Jessup, Manyland 20794
410-798-1930

AGENCY RECORDS INVENTORY

1. Deparument/Agency

Department of Emergency Services

-2. Divislon

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposes.

4. Recard Serfes Title

Quality Assurance Report Additional Narrative (DES 09-024)

5. Earllest YearfLatest Year

o 2010

6. Retord Series Description Briefly describe the_types of informatidn/dacuments/forims found in the series. Include the purpose or function of the series.)

Documents quality assurance issues found during the daily Quality Assurance process

7. Record Serles Format(s)  List all A. Recard Series Sequence 9. Volume
0 File Drawer(s)
O Microfiim Reel(s)
m Letter Size ‘0 Mcrofilm 0 Alphagetical
0 Cnmputer Tape(s)
0O Legal Size a Computer Tape O  Numerical Number
0 Gther (specify)
O Audio Tape 0 Floppy Disk O Chronolagical
0 Bound Book 0 Video Tape O Geographicat 10. Annual Accumulation
O File Drawer(s)
0 Other (specify) W Other (specify)
o Microfilrn Reel(s)
Keyword Lookup. ©
. o Computer Tape(s)
' Number
0 Ofher (specify)
1. File Is Used 12, File Becomes Inactive After
| Dally 0 Weekly O Monthly, 0 Annually 1 O Month(s) | Years)
! Nurmber

13. Current Location(s)  (Bidg., Floor, Room)

Department of Emergency Services Office .

0 Yes .}

14. Is Record Series Duplicated Elsewhere? (Ifyes, speclfy agency of otfice.)

No

16, Access Restrictions (If Yes, clte Law(s) & Regulation(s)

18, Audit Requlrements

o Yes m No 8 None o State O Federal O Independent
17. Is an Index System used? If yes, explaln briefly and describe requlrements 18. Recommended Retention
O ves . o Retain hard copy for one (1) year from the end of

the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Number,

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions -Type or Print a ssparate form for
Forward
with Records Retention Schedule (DGS 550-1)

each new or revised record series.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watsrloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE I;Z-OF 1 l

1. Depanment/Agency
Department of Emergency Servicés

-2. Division

Emergency Medical Services

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Quality Assurance Findings (DES 09-037)

5. Eatllest Year/lLatest Year

o 2010

8. Record Series Destription (Briefly describe the types of information/dacuméntsfforms found in the:series.: Incindé theé purpose or function of the series.).

Used to document quality assurance issues found with the volunteer patient care reports.

7. Record Serles Format(s) List all
8 Letter Size. 0 Mcrofim
0O Legal Size .0 Computer Tape
D Audio Tape a Floppy Disk
0 Bound Book

0 Video Tape

0 Other (specify),

8. Record Series Sequence

Alphabetical
Numerical
Chro nulugfcal
Geographical

Other (specify)

Keyword Lookup

9:volume
0 File.Drawer(s).

O Mcrofim Reel(s)

0 Computer Tape(s)

o Other (specify),

10. Annual Accurmulation
0O File Drawer(s)

o Microfifm Reel(s)
0 Computer Tape(s)

Number
o Other (speclfy)

1", File is Used

| Dally 0 Weekly. 0 Manthly, 0 Annuaily

12, File-Becomes Inactive After-

0

# Month(s) a. Year(s)

13. Current ana(ion(s] (Bldg.. Floor, Roam)

Department of Emergency Services Office

0 Yes

14, Is Record Series Dupllcated Eisewhere? (Ifyes, soeclfy agency or office.)

8 No

15.  Access Restrictions (If Yes, cite Lawis) & Regulation(s)

o Yes = No

@ None

o State

18. Audit Requirements

G Federal U Independent

o Yes B No

17.  Is an Index System used? If yes, explain briefly and describe requirerments 18.

Recommended Retention

Retain hard copy until no longer needed then
destroy after use.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Number.

410-996-5205

9/10/2010

DS 550-4 (Rev. 1/93)




Instructions ~Type-or Print a separate form for |
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

PAGE EB OF 1 l

1. Department/Agency
Department of Emergency Services

-2, Divislon

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Sertes Title

Quality Assurance Report (DES 09-023)

5. Earliest Year/iatest Year

2010

6. Retord Series Description (Briefly describe the'.types of information/documentsfforms found in the series. Include the purpose or function of the series.)

Documents quality assurance issues found during the daily Quality Assurance process

7. Record Series Format(s)  List all ) 8. Record Serles Sequence. 8. Valume
0 File Drawer(s).
O Microfim Reel(s)
w Letter Slze 0 Microfilm 0 Alphabetical
' 1 Camputer-Tape(s)
O Legal Size o Computer Tape 0 Numerlcal Nurmber
a Other (specify)
0 Audio Tape 0 Floppy Disk : 0 Chronolagical
0 Bound Bogk O Videa Tape O Geographical 10. Annuat Accumulation
. O File Drawer(s)_
0 Other (specify) B Other (specify}
a  Microfiim Reel(s
Keyword Lookup ©
0 Computer Tape(s)
Number
0 'Other (specify)
1. Fliels Used . 12, File-Becomes Inactive After
& Dally O Weekly 0 Monthly DAnnL&alw 1 o Month(s)y | Yéar(s)
. Nurmber

13. Current Location(s) (Bldg.. Fioor, Room)

Department of Emergency Services Office

n- Yes ]

14. Is Record Series Duplicated Eisewhere? (fyes, specify agency or office.)

No

15, Access Restrictions (f Yes, cite Law(s) 8 Regulation(s)

18. Audit Requirements

O Yes = No 8 None O State o Federal O Independent
17, |s an Index System used?.If yes, exptain briefly and describe requirements 18,  Recommended Retention
a ves B o ' Retain hard copy for one (1) year from the end of

the fiscal year the file was closed then destroy.

18. Name and Title df Preparer

Scott Mesneak
IT & Records Retention Director

20. Tetephone Mumber.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions -Type or Print a separate form for .
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES'
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

PAGE 5 I OF -1)

1. Department/Agency

Department of Emergency Services

2. Division
Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of relatad records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title .

Quality Assurance Worksheet (DES 09-022)

5. Earliest YeariLatest Year

t

. 2010

6. Record Serles Description (Briefly describe the'types of infdrmatlon/documents/forms found in the series. Inciude thé purpose or functlon of the series.).

Documents quality assurarice issues found during the daily Quality Assurance process.

1. Record Series Format{s)  List all 8. Record Series Sequence. g, Volume
O File.Drawer(s).
0 Microfim Reel(s)
w Letter Slze ‘0 Microfilm O Alphabetical
0 Computer Tape(s)
o Legal Stze 0 Computer Tape O Numerical Number
0 Other (specify)
0 Audio Tape 0 Floppy Disk o Chronologica!
0 Bound Book 0 Videa Tape o Geographical 10. Annual Accumutation
: o File Drawer(s)
o Other (specify), . W Other (specify)
. . a Microfifrn Reel(s)
: Keyword Lookup )
. 0. Computer Tape(s)
: Number
O ‘Other (specify)
11. File is Used 12, File Becomes Inactive After
& Dally O Weekly, o Monthly, o Annually 0 ® Month(s) 0 Yeans)
| Number

13. Current Location(s)  (Bidg.. Flcor, Raom) |

Department of Emergency Services Office

o Yes 8 No

14, Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.)

o Yes B No

destroy after use.

16, AccessRestrictlons (If Yes, cite Law(s) & Regutation(s) 16. Audit Requirements
O Yes m.No @ None o State o’ Federal 0 Independent
17 is an Index System used?.if yes, explain briefly and describe requirements 18. Recommended Retention

Retain hard copy until no longer needed then

18, Name and Title of Preparer

Scott Mesneak .
IT & Records Retention Director

20 Telephone Number.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/93)




instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1); 7275 Waterloo Road, P.O..Box 275 PAGE EE o j)
Jessup, Maryland 20794
410-799-1930
1. Depanment/Agency : -2. Divislon 3. Unit

Department of Emergency Services

DEFINITION - RECORD SERIES: A group of related records nommally filed and used as a unit for reference as well as retention and disposition purposes.

4. Recard Series Title 5. Earfiest YearR atest Year

Radio Announcement Form (DES 09-011) 2010
. o___

t

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Intiude the purpose or function of the series.)

To document needed radio announcements from the volunteer Fire/Emergency Medical Services service

7. Recnrd Series Format(s)  List all 8. Record Series Sequence. 9. Volume
0O File.Drawer(s).
O Microfim Reel(s)
m Letter Slze o Mcrofim o Alphabetical
1 Computer Tape(s)
0O lLegal Size 0 Computer Tape -0 Numerical Number
0 Gther (specify)
0 Audio Tape o Flpnpv Disk G Chronelogical
0 Bound Book O Video Tape ' .0 Geographicat 10: Annual Accumulation
, a File Drawer(s)
0 Other (specify), | Cther {specify)
. . a Microfirm Reel(s)
' . Keyword Lookup m Reel(s)
o, Computer Tapz(s)
Number
0 Other (speclfy)
1. File Is Used 12, File Becomes Inactive After
m Daily 0 Weekly. a Monthly o Annually 0 @ Month(s) 0. Yéar(s)
. Nurrber
13. Current Locatlon(_s) (Blog., Floor, Room) ' 14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)
Department of Emergency Services Office |
, O Yes 8 No
15. Access Restrictions (f Yes, cite Law(s) & Regulation(s) 1B. Audit Requirerments
g Yes m No @ None 0 State O Federal 0 Independent
17, Is an Index System used? If yes, .explaln briefly and describe requirements 18.  Recommended Retention
o ves _— Retain hard copy until no longer needed for
current business, then destroy.

18. Name and Title of Preparer 20. Telephone NMumber. 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT& Rgcords Retention Director :

DGS 550-4 {Rev. 1/83) .



Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watsrloo Road, P.O. Box 275
Jessup, Maryland 20794

410-795-1930

AGENCY RECORDS INVENTORY

PAGE 5 6 OF ”

1. Department/Agency

Department of Emergency Services

-2 Divislon

Communications

3. Unit

DEFINITION - RECORD SERIES: A group of related recards normally filad and used as a unit for reference as wsll as retention and disposition purposes.

4. Record Series Title

Receipt of Equipment (DES 09-064)

5. Earllest Year/Latest Year

0 2010

8. Retord Serles Description (Briefly describe the types.of infarmation/documentsfforms found in the series. Intlude thé purpase or function of the series.)

Documentation of equipment that is issued to each employee.

7. Record Series Format(s)  List all

M| Letter Slze ‘0 Merofim

i Legal Size a Computer Tape
O Audio Tape O Floppy Disk

0 Bound Bouk o Videa Tape.

O Other (specify).

B. Record Series Sequence.

0 Alphabetical
O Numerical

a Chronological
O Geographical

W Other (specify)

Keyword Lookup

8. Volume
0 File.Drawer(s)
0 Mcrafim Reeks)
0 Computer Tape(s)
Number

a Other (specify)

10: Annual Accurnulation
0 File Drawer(s)

o. Microfiln Reel(s)

a, Computer Tape(s)
Number
o ‘Other (specify)

1. File is Used

o Dally 0 Weekly. B Monthly, O Annually

12, File-Becomes Inactive After

1
Nurrber

0 Month(s) A Year(s)

13. Current Location(s)  (Bldg., Floor, Room)

Department of Emergency Services Office

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.)

0 Yes B No

15, Access Restrictlons (If Yes, cite Law(s) & Regulation(s)

Q Yes . MNo

1B. Audit Requirements

= None o State o Federal Q independent

a Yes ® No

17. s anIndex System used?.If yes, explain briefly and describe reql'llremen'!s

the fiscal year the file was closed then destroy.

18.  Recommended Retention

Retain hard copy for one (1) year from the end of

19. Name and Title of Preparer

Scott Mesneak :
IT & Records Retention Director

20: Telephone Mumber. 21. Date

410-996-5205 9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions —Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE .E 7 OF !‘

1. DepartmenvAgency

Department of Emergency Services

-2, Divislon

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Response Determinant Form (DES 09-005)

6, Earllest Yearf atest Year

2010

correct.

6. Retord Series Description (Briefly describe the types of informaticn/documénts/forims found in the seties. Inchude the purpose or function of thé series.).

To provide feedback from field personnel tc see if the Priority Dispatch Response Detérminants that are being provided by Dispatch are

7. Recnrd Series Format(s) List al A.Recard Series Sequence 9. Valume
0 File. Drawer(s),
a Microfilm Reel(s)
® Letter Slze a Mcrofim o Alphabetical
o Computer Tape(s)
O Legal Size 4 Computer Tape O Numerical Number
0 Other {specify)
0 Audio Tape aFloppy Disk O Chronotogical
0 Baund Bouk D Videa Tape, o Geographital 10. Annual Accumulation
0 File Drawer(s)
0 Other (specify), | Other (specify)
O, Microfim Reel(s
. Keyword Lookup. ©
, Q. Computer Tape(s)
. Number
| O "Other (speclfy)
11, File s Used 12, File Becomes Inactive After
o Dally 0 Weekly, W Monthly. 0 Annually 6 ® Month(s) 0. Year(s)
. Nurber

(Bldg., Fioor, Room)

Department of Emergency Services Office

13. Current Location(s)

0o Yes ]

14. Is Record Series Duplicated Eisewhere? (fyes, specify agency or office.)

No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

O Yes | No

18 Audit Requirements

B None 0 State

0 Federal © Independent

o Yes B N

17. Is 2n Index. System used? If yes,.explain briefly and describe reqiilrements

18.  Recommended Retention

Retain hard copy for six (6) months after the file
was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Mumber

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-793-1830

AGENCY RECORDS INVENTORY

PAGE _ﬁ OF __JJ_

1. ‘Department/Agency

Department of Emergency Services

-2, Division

Emergency Medical Services

3, Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Emergency Medical Services Ride-a-long Application (DES 09-043)

*5. Earliest Year/Latest Year

o 2010

6. Record Serles Description (Briefly describe the types of information/documentsfforms found in the series. include the purpose or function.of the series.)-

Used for personnel that wish to ride-a-long to submit an application for their eligibility.

7. Remru'_Series Fo;mat(s) l_.lst all B. Record Serles_ Sequepce 8. Volume
O Fite Drawer(s)
o Micrafilm Reel(s)
W Letter.Size 0 Migrofilm 0 Alphabetical
D Computer Tape(s)
O Legal Size D Computer Tape o Numerical Numbef
a Other (specify)
D Audio Tape O Floppy Disk o Chrp_nological
0 Bound Book 0 Video Tape D Geagraphical 10. Annual Accumnulation
! D File brawer(s)
O Other(specify)_______ ! W Other (specify)
. O Microfiirn Reel(s)
: Keyword Lookup ©
E O Computer Tape(s)
: MNumber
0 Other (specify)
11, Flle is Used ’ 12:  Flle Becomes Inactive After
o ‘Daily O Weekly, & Monthly o] A:nnually 6 ® Month(s) o Year(s).
Nurrber

13. Current Location(s)  (Bldg., Floor, Room)

Department of Emergency Services Office

14, ts'Record Serles Duplicated Elsewhere?. (f yes; specify agency or ufﬂce._)'

O Yes 5 No

18, Access Restrictions (If Yes, clte Law(s) & Regulation(s) ' A8,

Audlt Requlrements
O Yes o No 8 :None 0O State D.Federal 0 Independent
7. Is an.Index System used? If yes, explain briéfly and describe requirements 16, :Recommended Retentian

Retain hard copy for six (6) months after the file
was closed then destroy.

o. Yes B No

18, Name and Title of Preparer 20. Telephone Number 21. Date

Scott Mesneak -410-996-5205 9/10/2010

IT & Records Retention»DirectoEr

DGS 550-4-(Rev. 1/83)




Instructions -Type or. Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
4)0-793-1920

AGENCY RECORDS INVENTORY

PAGE _Ei OF _.11_

1. Department/Agency
Department of Emergency Services

+2. Divislon

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records nomnally filad and used as a unit for reference as well as retention and disposition purposes.

4. Record Sertes Title

Schedule Il Drug Form (DES 09-039)

5. Earflest Year/iLatest Year

o 2010

6. Pecard Series Description (Briefly describe the_types of information/decumentsfforms found in the-series. Include thé purpose or function of thé series.)

Used by providérs to document adrriinister narcotic medications to patients.

‘7. Recnrd Series Format(s)  List all

® Letter Size a Mcrofim
0O Llegal Size .0 Computer Tape
OAudio Tape 0 Floppy Disk
0 Bound Book

D Video Tapé,

0 Other (specify).

. Record Series Sequence

Alphabetcal
Numerical

Chronolagical

8. Valume

D File.Drawer(s)

O Mcrofilm Reel(s)

© 0 Computer Tape(s)

a Other (specify)

Geographical

Cther (specify)

Keyword Lookup

Number

10, Annual Accumutation

O File Drawer(s)

g Microfim Reel(s)

0. Computer Tape(s)

0O Cther (specify)

1. Flig Is Used .
® Dally

D Weekly 0 Manthly

O Annually

1

12. File Becomes Inactive After

O Month(s)

A Year(s)

13. Current Location(s) (Bldg., Flgor, Rgom)’

Department of Emergency Services Office

o Yes

No

14. Is Record Series Duplicated Eisewhere? (If yes, specify agency'ar office.)

15, Access Restrictions (f Yes, cite L aw(s) & Regutation(s)

O Yes m.No

16. Audit Reguirements

& None

O State

O Federal

O Independent

o Yes B No

17. s an Index System used? If yes, explaln briefly and describe reguirements 18,

Recommended Retention

Retain hard copy for one (1) year from the end of
the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20 Telephone Number’

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/53)




Instructions ~Type-or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Watsroo Road, P.O. Box 275 PAGE “0 o1 l

Jessup, Maryland 20794
410-793-1930

1. Depantment/Agency -2. Divislon
Department of Emergency Services

DEFINITION - RECORD SERIES: A group of reiated recards nomally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Serles Title 5. Eatllest Yeard.atest Year

Shift Exchange Form (DES 05-003) 2010
- to___-

6. Pecord Series Description (Briefly describe the types of informatisnidocuméntsifarims found in the series. Inciude the purpose or function-of the series.)

To allow personnel to switch shifts with other emiployees without using leave.

7. Record Series Format(s)  List all 8. Record Series Sequence. 8. Volume

0O File.Drawer(s)

O Mcrofim Reei(s)
m Letter Size a Mcrofilm Alphabetical

0 Computer Tape(s)
O legal Size 0 Computer Tape Numerical

0 Gther (specify)
0 Audio Tape OFloppy Disk . ) Chranglogical

0 Bound Book 0 Video Tape Geographical 10. Annual Accumulation

O File Drawer(s)

a Other (éuedfy)____ cher_‘(specifyj

Keyword LOd(Up a Microfilm Reel(s)

a_ Computer Tape(s)
Number
a Other (specify)

1. File is Used 12, File-Becomes Inactive After

= Dally 0 Weekly. 0 Monthly 0 Annually 6 ® Month(s) 0. Year(s)

13. Currerit Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

Department of Emergency Services Office
0 Yes 8 No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

a Yes o No @ None O State a Federal O Independent

1. Is an Index System used?.If yes, explain briefly and describe requirements 18.  Recommended Retention

o ves » o Retain hard copy for six (6) months after the file
was closed then destroy.

'

18. Name and Title of Preparer ' 20. Telephone Number 21, Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director .

DGS 5504 (Rev, 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PacE @‘ oF ]l
Jessup, Maryland 20794
410-798-1930
1. DepanmentAgency -2. Division 3 Unit
Department of Emergency Services Communications

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as waell as retention and disposition purposes.

4. Record Seres Title

Shift Fill Worksheet - Communications (DES 09-016)

5. Eatliest YearfLatest Year

w2010

6. Record Series Description (Briefly descrite the types of information/dacumentsfforms found in the series. Inclide the purpase or function of the series.)

Allows supervisors to check list employees that have been called to cover open shifts or last minute call outs.

7. Record Series Format(s) List all ) B. Record Series Sequence 9. volume -
O File-Drawer(s).
a Microfilm Reel(s)
m Letter Slze ‘i Merofilm o Alphabetical
. A Camputer Tape(s)
0 Legal Size o Caomputer Tape 0 Numerical Number
0 Cther (speclfy)
O Audio Tape O Floppy Disk o Chronadlogical
0 Bound Book o Video Tape O Geographical 10 Annuat Accumulation
0 File Drawer(s)
0 Other (specify) ' W Other (specify) .
o Microfitm Reel(s
Keyword Lookup ©
a_ Computer Tape(s)
Number
0 Orher (speclfy)
11 File [s Used 12, File Becomes Inactive After
| Dally 0 Weekly. a Monthly OAnnually 1 0 Month(s) m Year(s)
Nurmber
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (Ifyes, speclfy agency ar office.)
Department of Emergency Services Office
o Yes B No
18, Access Restrictions (If Yes, cite Law(s) & Regulation(s) ‘18, Audit Requirements
O Yes @ No B None 0 State O Federal 0 Independent
17. Is an Index System used?.If yes,.explaip briefly and describe requirements 18, Recommended Retention
o ves o Retain hard copy for one (1) year then destroy.
19. Name and Title of Preparer 20. Telephone Mumber. 21 Date
Scott Mesneak 410-996-5205 9/10/2010

IT & Records Retention Director

DGS 550-4 (Rev. 1/83)




Instructions ~Type-or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, F’.C?j Box'275 PAGE ‘,2_ o jl
: ' Jessup, Maryland 20794
410-799-1830
1. Department/Agency -2. Division 3 Unit
Department of Emergency Services Emergency Medical Services

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposes.

4. Recard Series Title 5. Earllest YeariLatest Year

Shift Fill Worksheet EMS (DES 09-046) 2010
—_—te

6. Record Series Description (Briefly describe the types of informatlon/documents/forims found in the seties. inciude the purpose or function of the series.)

Allows supervisors to check list employees that have been called to cover open shifts or last minute call outs.

7. Record Series Farmat(s) List all . ' 8. Record Series Sequence 8. Valume
o File Drawer(s)
0 Microfim Reel(s)
m Letter Size a Microfilm . o Alphabetical
0 Computer Tape(s)
0 Legal Size 3 Computer Tape O Numerical Number
o Qther (specify)
0 Audin Tape O Fioppy Disk O Chronological
0 Bound Bogk O Videa Tape, O Geographical 10. Annual Accumulation
O File Drawer(s)
OOther (speclfy)_____ ' B Other (specify) )
. § O Microfiim Reel(s)
1 Keyword Lookup ofim Reel(s)
0. Computer Tape(s)
Number
a Cther (speclfy)
1. Fileis Used . - 12, File Becomes Inactive After
| Daily O Weekly 0 Monthly a Annually 1 0 Month(s) 8 Year(s)
. Number
13. Current Locations) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere? (Ifyes, specify agency of office:)
Department of Emergency Services Office
O Yes 8 No
15, Access Restrictions (If Yes, cite Law(s) & Regulatibn(s) 16. Audit Regquirements
a Yes m No ® iNone o State 0 Federal O Independent
17 {s an Index. System used? If yes, explain briefly and descrihe remilremen'ls 8. Recommended Retention
o yes 8 o Retain hard copy for one (1) year then destroy.
18. Name and Title of Preparer 20 Telephone Number. 21. Date
Scott Mesneak 410-996-5205 9/10/2010

IT & Records Retention Director

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-798-1830

AGENCY RECORDS INVENTORY

PAGE t3 OF _n__

1. Department/Agency
Department of Emergency Services

2. Division

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Seties Title

Special Purchasing Department Inventory (DES 09-045)

5. Earllest Year/Latest Year

- 2010

B. Record Series Description:(Briefly describe the types of Information/documents/forms found in the series. ‘inclide the purpose or functioh of the serles.)

Used to order bulk supplies used by Emergency Medical Services units from Union Hospital

Nurmber

7. Record Serles Format(s) Listall 8. Recnr_d Serles Sequence 8. Volume
O File Drawer(s)
O Microfilm Reel(s)
® Letter Size o'Microfilm O Alphatetical
0 Computer Tape(s)
O Legal Size o Computer Tape .0 Numerical- Number
o Other (speclfy),
D Audio Tape o Floppy Disk o Chronological
O Bound Book 0 Video Tape ! O Geographical 10. Annual Accumulation
E O File Drawer(s)
O Other (specify) . M Other (specify)
: O Microflin Reel(s
' Keyword Lookup ©
! o Computer Tape(s)
i Number
o Cther (specify)
1. Flle s Used : 12.  -Flle Becomes Inactive After
o Daily B Weekly O Menthly 0 Annually 8 Month(s) O Year(s).

13, Current Location(s) (Bldg,, Floor, Room)

¢

Department of Emergency Services Office

14. Is'Record Sefies Duplicated Elsewhere? (if yes, specify agency or office.)

0O Yes B No
18, Access Restrictions (if Yes, cite Law(s) & Regutation(s) 16,  ‘Audit Requirements
o Yes BNo . ® :None ‘O State D .Federal .0 Independent
17, s anIndex System used? If yes, explain briefly and describe requirements 18,  ‘Recormmended Retention
o ves 5o Retain hard copy for six (6) months after the file

was closed then destroy.

18. Name-and Title of Preparer

Scott Mesneak ,
IT & Records Retention Birector

20. Telephone Number

-410-996-5205

21, Date

9/10/2010

DGS §50-4 (Rev. 1/83)




Instructions ~Typeé or Print a seperate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) - 7275 Waterloo Road, P.O.. Bpx 275 PAGE Eﬂ o ]‘
' Jessup, Maryland 20794
410-799-1930
1. Depanment/Agency -2. Divislon 3. Unit

Department of Emergency Services

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposss.

4. Record Series Title

Special Report with supplemental page (DES 05-001)

§. Earllest Year/Latest Year

, 2010

6. Pecord Series Descfiption (Briefly describe the types of information/documents/forms found in the series. |nclude thé purpose or function of thé seres.)

For daily documentation of everyday occuirrences that may involve personne!, equipment or other agencies.

7. Record Series Format(s) List all : B. Record Serles Sequence 8. Volume
D File Drawer(s)
o Microfim Reel(s)
w Letter Slze o Mcrofim R O Alphabetical
0 Computer Tape(s)
O Legal Size O Cemputer Tape O Numerical Number
a -Qther (specify)__
0 Audio Tape 0 Floppy Disk 0 Chronological
0 Bouhd Book O Video Tape O Geographical 10: Annual Accurmulatios

O File Drawer(s)

0 Other (specify) ! B Other (specify)
, Keyword Lookup 0 Microfiftn Reel(s)
:- o Computer Tape(s)
. Number
: a ‘Cther (speclfy)
1. File is Used 12, File-Becares Inactive After
| Dally O Weekly D Monthly, 0 Annuatly 1 o Maonth(s) | Year(s)
) Numrger
13 Currerit Location(s) (Bldg., Fioor, Room) 14, Is Record Series Duplicated Elsewhere? (i yes, specify agency or office.)
Primary Data Center
0 Yes B No
15, Access Restrictlons (If Yes, cite Law(s) 8 Regutation(s) 18. Audit Requirements
o Yes m.No B None O State O Federal O Independent
17 Is an Index System used? If yes,.explaln briefly and describe reglirements 16. Recommended Retention
a ves "o Retain hard copy for one (1) year from the end of
the fiscal year the file was closed then destroy.

19. Name and Title of Preparer 20. Telephone Number. 21. Date

Scott Mesneak . 410-996-5205 9/10/2010
IT & Records Retention Director

DGS §50-4 (Rev. 1/93)



Instructions -Typé or Print a separate form for

each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

with Records Retention Schedule (DGS 550-1)

Jessup, Maryland 20794
410-739-1830

AGENCY RECORDS INVENTORY

PAGE. ‘-{ OF l )

1. Depantment/Agency

Department of Emergency Services

-2. Divlsion

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retantion and disposition purposes.

4. Record Serles Title

Station Inventory (DES 09-044)

5. Earllest Year/Latest Year

t

L 2010

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Inciude the purpose ar function of the series.)

Used to invéntory bulk supplies used by Emérgency Medical Services units

7. Recnrd Series Format(s)  List all 8. Recnrd Series Sequence. 8: Vatime
0 Fite.Drawer(s)
O Mcrafim Reel(s)
m Letter Size aMeroflm G Alphabetical
0 Camputer Tape(s)
O Legal Size .0 Caomputer Tape O Numerical Number
0 Other (specify),
O Audio Tape O Floppy.Disk O Chronological
0 Bound Bogk O Video Tapé, [ O Geographical 10: Annuat Accumulation
' o File Drawer(s)
D Other (specify), M Other (specify)
o. Microfiim Reel(s
Keyword Lookup ©
o Computer Tape(s)-
Number
. a ‘Other (specify)
11, File is Used 12.  Fite Becomes Inactive After
0 Dally mWeekly. a Manthly O Annually 6 & Month(s) 0. Year(s)
' Nurrber

13. -Current Location(s)  (Blog., Floor, Roorn)

Department of Emergency Services Office

o’ Yes B No

t4. Is Record Series Dupticated Elsewhere? (Ifyes, specify agency or office.)

15, Access Restrictions (if Yes, cite Law(s) & Regulation(s)

O Yes | No

16, Audit Requirements

B None 0 State O Federal

O Independent

17. s an Index System used? If yes,.explain briefly and describe requirements

o Yes B No

18.  Recommended Retention

was closed then destroy.

Retain hard copy for six (6) months after the file

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20! Tetephone Mumber.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev, 1/83)




Instructions -Type or. Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Watsroo Road, P.O. Box 275 PAGE Lb oF :1 l

Jessup, Maryland 20794
410-799-1930

1. DepanmentAgency -2. Division
Department of Emergency Services

DEFINITION - RECORD SERIES: A group of related recards nomally filed and used as a unit for reference as well as retantion and disposition purposes.
4. Record Serles Title 5. Earliest YearfLatest Year

Suggestion Form (DES 05-002). . 2010
b 0

6. Record Series Description (Briefly describe the.types of information/documentsfforims found in the series. Include the purpose or function of the seres.)

To allow personnel to make suggestions on needed changes that affect daily operations.

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Valume
D Flle Drawer(s)

0 Micrafim Reel(s)
@ Letter Slze ‘0 Mcroflm Alphabetical
1 Camputer Tape(s)
O Legal Size 0 Caomputer Tape Numerical
o Other (specify),
O Audio Tape O Floppy Disk Chranological

0 Bound Book D Video Tape . Geographlcal 10, Annwal Accumutation

O File Drawer(s)
OOter (specify)___ Other (specify)
o Microflim Reel(s;
Keyword Lookup crofim Reel)
o Computer Tape(s)
Number
o Crher (specify)

1. Flle ls Used 12, File Becomes Inactive After

o Daily mWeekly O Manthly, O Annuaily 6 B Month(s) D Year(s)

13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (ifyes, specify agency or office.)

Department of Emergency Services Office
o Yes " No

15, Access Restrictions (If Yes, cite Law(s) & Regutation(s) ; 16. Audit Requirements

a Yes O No @ None 0 State O Federal O Independent

17, I's an Index System used? If yes, explaln briefly and describe requirements 18. Recommended Retention

a ves o Retain hard copy for six (6) months after the file
was closed then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watsrloo Road, P.O. Box 275

Jessup, Maryland 20794
4107851920

AGENCY RECORDS INVENTORY

PAGE. L7 OF ' 1

1. Depantment/Agency
Department of Emergency Services

-2. Division

Haz Mat:

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for refersnce as well as retention and disposition purposes.

4. Record Series Title

Training Form (DES 09-052)

5: Earliest YeariLatest year

, 2010

t

B. Pecord Series Description (Briefly describe the types of information/dacumentsfforms found in the series. Inciude the purpose or function of the series.)

Sign-in sheets for hazardous material technicians when preforming training.

7. Record Series Format(s) List al

w Letter Size 'u Mcrofim
aOlegal Size Q Computer Tape
0 Audio Tape 0 Floppy Disk

0 Bound Book 0 Video Tape

0 Other (specify),

B. Record Series Sequence

O Alphabetical
O Numerical

O Chronological
o Geographlcal

| Other (specify)

Keyword Lookup

9. Valume
0 File Drawer(s)
o Micrafim Reel(s)
0 Camputer Tape(s)
Number

0 Other {specify),

10, Annuat Accumulation
0 File Drawer(s)

@ Microfiltn Reel(s)

Q. Cornputer Tape(s)
Number
a Cther (specify)

11, File is Used

o Daily .Weekly_ O Monthly, C Annually

12, File Becomes Inactive After

1

Number

0 Month(s) A Year(s)

13. Current Locatlon(s) (Bidg., Fleor, Roam)

Department of Emergency Services Office

14, |s Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.}

0 Yes B No

18, Access Restrictions (If Yes, cite Law(s) & Regulation(s)

a Yes m No

1B. Audit Requirements

B None 0 State O Federal Q. Independent

17. s an Index System used? If yes, explain briefly and describe regiirements

o Yes B No

Retain hard copy for one (1) year from the end of
the fiscal year the file was closed then destroy.

18.  Recommended Retention

19. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20 Telephone Number

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions ~Typse-or Print a separate formfor DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterfoo Road, PO Box 275 PAGE &8 o ] ]
Jessup, Maryland 20794
410-793-1930
1. Depanment/Agency -2. Division J. Unit
Department of Emergency Services - | Communications

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for referance as well as retantion and disposition purposes.

4. Record Series Title

Uniform Issue Form (DES 09-061)

5. Earliest Year/Latest Year

w 2010

8. Fecord Series Description (Briefly describe the.types of Information/documéntsfforms found in the series. Inciidé the purpose or function of the series.).

To check list uniforms that are issued to personnel in Communications

7. Recnrd Sedes Format(s) Listall 8. Record Sertes Sequence 9. Vaiume
0 Fite.Drawer(s)
, D Mcrofim Reel(s)
w Letter Slze a Mcrofilm o Alphabeticat
! 0 Computer Tape(s)
o Legal Size .0 Computer Tape O Numerical Number
O -Other {specify),
‘O Audio Tape a Floppy Disk . o Ghronatogical
0 Bound Book o Video Tape. . O Geographital 10 Annual Accumutation
. o File Drawer(s)
0-Other (specify) . W Other(specify)
! o Miciufilm Reel(s
. Keyword Lookup. ©
‘ o. Computer Tape(s)-
Number
O ‘Other (specify)
1. Fileis Used 12, File-Becomes Inactive After
o Daity O Weekly 0 Monthly, & Annually *1__ 0 Month(s) M| Year(s)
Number
13. Current Location(s) (Bldg., Floor, Raorm) : 14, Is Record Series Duplicated: Elsewhere? (f yes, specify agency or atfice.)
Department of Emergency Services Office . .
es n

15, Access Restrictlons (If Yes, cite Law(s) & Regulation(s) 18. Audit Requirements

o Yes u No ® None 0 State O Federal 0 Independent
17 Is an Index System used? If yes,.expialn briefly and describe req‘ulrements 18. Recommended Retentlon
0 ves . l Retain hard copy for one (1) year from the end of

the fiscal year the file was closed then destroy.

19. Name and Title of Preparer 20. Telephone Mumber 21. Date

Scott Mesneak . 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/83) ;




Instructions —-Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)-

DEPARTMENT OF G

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1030

ENERAL SERVICES AGENCY RECORDS INVENTORY

PAGE_éq_OF “”

1. Department/Agency

Department of Emergency Services

-2. Divislon

Emergency Medical Services

3. Unit

DEFINITION - RECORD SERIES: A group of rela:ted records nomally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Serles Title ’

Waiver of Liability (DES 08-038)

5. Earliest YearfLarest Year

o 2010

6. Pecord Series Description (Briefly describe the types of Information/decumentsfforms found in the series. Include the purpose or function of the sedes.).

Used for people that ride-a-long on the Emergency Medical Services medic units

7. Record Series Format(s) List all 8. Record Series Sequence 8. Volume
O Fite Drawer(s)
o Mcrofim Reel(s)
" Letter Size ‘a Mcrofilm O Alphabetical :
D Camputer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number
o Other (specify)
O Audio Tape aFloppy Disk 0 Chronologicat
O Bound Book o Video Tape, O Geographical 10. Annual Accumulation
0 File Drawer(s)
0 Other (specify), W Other (specify)
a  Microfifm Reel(s
Keyword Lookup )
0 Computer Tape(s)
\ Number
g Other (specify)
11. Flie Is Used 12, Fite Becomes Inactive After
| Daliy 0 Weekly O Manthly, 0 Annually 1 o Month(s) A Year(s)
Nurmber

13. Current Lecation(s) (Bidg.. Fioor, Roorn)

Department of Emergency Services Office

14. 1s Record Series Duplicated Etsewhere? (If yes, specify agency or office.)

0 Yes 8 No

15, Access Restrictions (If Yes, cite Law(s) & Regulation(s)

o Yes m No

16. Audit Requirements

@ None o State 0 Federal 0 Independent

O Yes ® No

17, Is anindex System used? if yes, explain briefly and describe requitements

18.  Recommended Retention

Retain hard copy for one (1) year from the end of
the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Mumber.

410-996-5205

21 Date

9/10/2010

DGS 550-4 (Rev, 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

aach new or revised record series. Forward - RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) ! 7275 Watsrloo Road, P.O. Box 275 PAGE ]0 o I

Jessup, Maryland 20794
410-793-1930

1. Department/Agency X -2. Divislon

Department of Emergency Services

DEFINITION - RECORD SERIES: A group of related records nomnally filed and used as a unit for refersnce as well as retention and disposition purposes.
4. Record Series Titte ’

Weather Notification Form

5. Earllest YeariLatest Year

w 2010

8. Pecord Series Descfigtion (Briefly describe the types of information/documents/forims found in the series. Inciude the purpose or function of thé seres.)

Provides documentation of émergency weather nctifications that are received from the National Weather Service and verifies notification
of other appropriate agencies.

7. Record Seres Format(s)  List al ' 8. Record Series Sequence. 9. Volume

O File.Drawer(s)
O Microfim Reel(s)
m Letter Slze g Mcrofim Alphabetical

1 Cnmputer Tape(s)
O Legal Size 0 Computer Tape Numerical

o Cther (specify)
G Audio Tape a Floppy Disk Chronologlcal

0 Bound Boak O Videa Tape Geographical 10. Annual Accumulation

) O Fite Drawer(s)

0 Other (specify) ' Qther (specify)
. icrofi

Keyword LOOKUD a. Microfifim Reel(s)

0. Cornputer Tape(s)
Number
0 'Crner (specify)

11, Fileis Used : 12, File:Becomes inactive After

0 Dally m\Weekly O Monthly, 0 Anrually Permanent 0 Month(s) 0 Year(s)
! Nurrber

13. Current Location(s) (Bldg.. Floor, Room)

14. 1s Record Serles Duplicated Elsewhere? (Ifyes, specify agency or office.)
Department of Emergency Services Office

o Yes B No

Access Restrictions (If Yes, cite Law(s) & Regulation(s) 8. Audit Requirements

a Yes m No 8 None o State d Federal 0 Independent

I's an Index System used? if yes,.explain briefly and describe reguirements 1B, Recommended Retention

a yes o , Retain hard copy permanently and transfer
annually to Archives for permanent preservation.

18. Name and Title of Preparer . 20 Teiephone Number. 21. Date

Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

PAGE _j_l__ OF l l

1. Department/Agency

Department of Emergency Services

-2. Division

Haz Mat

Ju

nit

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposes.

4, Record Serles Title
Work Detail Sheet (DES 09-051)

to

5. Eatllest Year/Latest Year

2010

.-

6. Pecord Series Description (Briefly describe the.l tynes uflnformanonlducumems/forms found in the series. Inclide the purpose ar function of the sedes.)

Sign-in sheets for hazardous material techmcnans when preforming work details

7. Record Series Format(s) List all . Record Serles Sequence. 9. Volume
R 0O File Drawer(s)
; O Microfim Reel(s)
m Letter Size aMicrofim o Alphatetical
: - 0 Camputer Tape(s)
0 Legal Size 0 Camputer Tape 0 Numerical Number
~
0 Other (specify)
0 Audio Tape O Floppy Disk ! 0 Chronological
6 Boufid Book O Video Tape, . O Geographical 10. Annual Accumulation
' a File Drawer(s)
0 Other (specify), W Other (specify)
R a Microfitrn Reel(s,
Keyword Lookup ©
a. Computer Tape(s):
Number
O Cther (specify)
1. Fileis Used 12, File Becomes Inactive After
o Daily M Weekly 0 Monthly, 0 Annually ’ 1 o Month(s) A Year(s)
: Nurriber

13. Current Location(s)

(Bldg., Fioor, Room)

Department of Emergency Services Office

14. |s Record Series Duplicated

Elsewhere? (Ifyes, specify agency or office:)

o Yes B No
18. Access Restrictlons (If Yes, cite Law(s) 8 Regulation(s) 16. Audit Requlrements
a Yes & No ® None 0 State 0 Federal a Independent
17, fs an Index System used?.if yes,.explain briefly and describe requirements 18. Recommended Retention

a Yes

B No

Retain hard copy for one (1) year from the end of
the fiscal year the file was closed then destroy.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20: Telephone Number.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)
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